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Ee" BLUEPRINT FOR SAVING 


Your main job is to direct the efforts of your Lieu- 
tenants—and that means plenty of meetings. The 
“Y and E” Conference Desk is IDEAL for men like 
you for three reasons: I. It gives you an efficient, 
handsome desk when you work alone; 2. When 
your men gather for a conference or advice, they 
can pull up to your desk and get down to brass 
tacks in comfort; 3. The top is extra large so that 


i] ) Sn 
Fae 3 


As A Top Executive...What’s Your Main Job? 


Style-Master Stee] 
Conference Desk illus- 
trated. Top: 78” x39” 
(9” overhang at front 
& both ends). Height: 
29”, adjustableto ! 
304%”. Other Style. 
Master Steel Equip. 
ment Shown in Sketch. 


you can spread out your problems where all 
your men can see. 

With the “Y and E” Conference Desk you will 
save time every day. You can do your main job 
and the hundred extra jobs you have—without 
moving from your chair. It’s ideal too behind 
your present desk for a large top work area and 
additional file space for papers you want handy. 


Also Makers of Quality Filing Systems and aguies 


Consult your classified telephone 
directory for your nearest “Y and E” 
representative, or write us direct. 


ROCHESTER 3, N. Y., U.S. A. 
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tie FRIDEN 
MMMM 
| model ’ST-\W" 


September, 1949 


...@ new Calculator, designed to meet the Figure Work needs of every 
type of business. The Friden w/tra-matic ST-W possesses many new 
improvements that give you unequalled performance.This new fully 
automatic calculator excels in ease and simplicity of operation... 
speed of production...economy...dependable performance. Only by 
using the mew Friden on your own work can you judge its advantages. 4 


* 


Write the Home Office or call your local Friden representative. 
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— CONSERVE 

is WORKING TIME 
ee in these days of 
search for genuine 
operating economy 


@ Eberhard Faber advertis- 
ing in national magazines 
points the way. 
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WOODCLINCHED us«. EBERHARD FABER <@Q> MONGOL: 482 ne2 
pacar ons = = Bi i 


“ery 


ENTERING OUR SECOND 
CENTURY OF LEADERSHIP 


EBERHARD FABER PENCIL COMPANY 


E enmntead not to 


break in normal use! 


*Scientific laboratory tests con- 
clusively prove superiority in 
point-sharpness for the exclusive 
MONGOL Complastic lead — over 
the average of all well-known pen- 
cils in the MONGOL price range. 
For Value insist on MONGOL! 


Trade Marks Reg. U. S. Pat. Off. 


September, 1949 
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OFFICE 
MANAGEMENT 
and Bouma 


Featuring OFFICE METHODS, EQUIPMENT, PERSONNEL AND PURCHASING 


A. Devaney, Ine., N. Y. 
Personal contact gets things done! 


Dictation Disease 
% BECAUSE the office handles the paper work essential to 
most of modern activity, it is perhaps inevitable that there 
should be some tendency among office people to give paper 
work an exaggerated importance in their scheme of things. 

A useful reminder that there can be too much reliance 
on paper work, to the grave detriment of office efficiency, 
comes from Gustav Metzman, president of the New York Cen- 
tral Railroad. Speaking at the annual meeting of the mechan- 
ical division of the Association of American Railroads a few 
weeks ago, Mr. Metzman singled out for strong criticism those 
persons in every office who have what he labeled “dictation 
disease.” This trouble impels its victims to call in a stenog- 
rapher every time they have something to say to somebody 
else, instead of saying it face to face or via telephone. 

Currently Mr. Metzman and other railroad executives have 
the task of adjusting their organizations to the forty-hour 
week as of September Ist. The problem of adjustment to the 
shortened work hours can be solved only if employees “re- 
spond to the obligation to do more and better work,” he said 
in his address, making the point that one way of doing more 
and better work would be to eliminate time-wasting dictation 
and get things done by man to man check-up and communica- 
tion. Personal contact still has a way of getting things done! 


_— = % OR a — eo ee ac ‘a —— . a — om 
4 a _*. ; ‘ = "Sis "i ; oe oie el BS r ms ay: ee. ns , B bt tl sa a ) 7 ‘ q : - 
a 
| _ 
A i : | 
| Ww 
Po ( ee 
‘ \ | 4 
. j ae *s 
; \7e? 
4 | * ; rs f 
e | y i, _ : 
. = 
= t *j 
“a , , 
si, : . | 
, -_ ® ae ee P a . 
| : ‘ ees com ’ ae, a si ie ee . ‘ 
> as | a @ aie om” 
\ oes oll 
\ | ~ 1B) ast x ai 
f i i i 
—*O : ) 
‘ 
' 
— 
| 
\ 
to 
se! 
—/ 
iD | 
iP 
| 
5 
| 
i ae "7 te ee ; nae aiinaee i ce ‘- -. fo a a das — ae : , ." ‘ 


ieee 


OZALID copies 


save time, money, labor! 


- Duplicate file cards, letters, reports, drawings in sec- 2. Translucent originals will eliminate any intermediate 
onds! Just place them against one of the many types of Ozalid steps. You get Ozalid copies directly ...no special “masters,” 
sensitized materials and feed them into the Ozalid machine. no time-delaying machine set-up. Stationers and _ printers 
Positive copies are delivered dry and ready for use. Make will help you save time and money by supplying all business 
1 copy or 1000! Ozaprints can be made in different colors, forms (even file cards, business-reply cards and letterheads) 
against different colored backgrounds, on different materials. on translucent stock, now. 


3. Imagine asking for “ten copies in three minutes” . 
and getting them! Give your copy-typists more important 
work to do by letting the office boy operate the simple, 
speedy Ozalid machine! A fuller explanation of Ozalid awaits 
your request. Ask for it today. Or find your Ozalid distributor 


in the classified telephone book. 


Don’t copy...use 


OZALID 


A Division of 
General Aniline & Film Corporation 
“From Research To Reality” 


DEPT. NO. 81 
@) Z A L l D Johnson City, New York 


Gentlemen: Please send free copy of “The Simplest | 
Business System”... fully explaining use of trans | 
lucent papers and Ozalid Streamliner. | 


Name___ Position_ i 


Company_ 


Ozalid in Canada— 


| 
| 
| 
Address_ edo | 
| 
| 
Hughes Owens Co., Ltd., Montreal | 


OFFICE MANAGEMENT AND EQUIPMENT September, 1949 
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Secretarial 
Disappearing Platform 


Fixed Center Bed 


Single Pedestal, Flat Top Desk, 


45’ x 28" 76” x 36” 

s | 

| 

| 

Flat Top Desk, 60” x 28” 

nediate — 
asters,” 
wrinters 
Usiness LZ e oO . . 
reads) | NOW... CH cuts office costs! 
a The new A-S-E Line is convertible—the desk you 


buy meets every changing office need with 
quick, low-cost alterations by your A-S-E Dealer. 


No longer is it necessary to have a big inventory of single-purpose 
desks that too often don’t meet changing office conditions. With the 
new A-S-E Line—the convertible line—you can always have a desk 
that fills job requirements exactly and with maximum efficiency. 
Desk tops and drawers are completely interchangeable . . . for 
example, the Fixed Center Bed shown above can be changed to a 


COMPLETE LINE OF A-S-E 


TABLES, TOO Flat Top Desk in minutes by your dealer, right in your office. 
tiaiiie dan te OO 0 a And, you can’t beat the new A-S-E Line for top-notch styling. 
z zw 8 20" cadly cinta’ by inter. Gleaming satin-chrome hardware, beautiful baked-on dawn gray 
changeable tops (The same tops used on : rl 
the desk line) and panelled table legs. finish that blends with any office color scheme, gracefully tapered 


pedestals .. . here’s a desk line that adds real beauty to your office! 


See Your A-S-E Dealer Today for Complete Information 


rd 
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urgiats 


know this 


difference... 


oe 
* e 
a. 


: : 
: : 
. se Your Safe is designed 


primarily for fire protection 
of your valuable records. 


. 


a Mosler Money Chest 


@ ; gives you all-out 
Se burglary pro- 
tection for cash 
and valuables. 


Nationwide tests by chain-store companies show fewer 
burglary attempts where a Mosler Armored-Steel 
Money Chest is given prominent display. 


Pays for itself in the savings on burglary insurance alone. 
Quick return on your investment. Check this 
with your insurance man. 


Low in cost. Mosler Money Chests are available in concrete block or 
for welding into place in your present safe. You will be 
surprised at the moderate cost. There are Mosler Money 
Chests designed to meet any home or business need. 


ge Mosler Safe ¢ 


Main Office: 320 Fifth Ave. 
New York 1, N.Y. 77 FILL OUT AND MAIL—TODAY!-——— 
Dealers in principal cities THe Mosier Sare Co., Dept. M 


1 | 
Factories: Hamilton, O. | 32C Fiery Ave., New York 1, N. Y. 1 
r 1 (©) Please send me further information on | 
yy epee eg ncn {1 how to save money on burglary insurance. | 
; 1 1 
a oe scTow is octane ths ences SRamasao bagi a <aeete i 
“2 aeaMaan a ! l 
: ee ee RN cna aac pda meriasaonin 1 
p be ! 1 
i . 4 + \ . Fé 1 Address. . 1 
ae 
Builders of the U.S.Gold Storage A eee Se eee Te, 
Vault Doors at Fort Knox, Ky. Ricccnesiaineababticdetamndmiaesenannel 
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FOR YOUR 
READING 


THE SECRETARY’S HANDBOOK. 
the seventh, revised edition, py 
S$. A. Taintor and K. M. Monro, 
‘is a guide to words that are 
|often misspelled, foreign words 
and phrases, abbreviations anq 
;meanings and the like. The 
book’s 573 pages also give exam. 
' ples of orders and acknowledg. 
ments, congratulations, 


social 


‘notes, formal and informal cor. | 


/respondence, and directions for 
\the proper addressing of off. 
cials, royalty, church, and mili. 
| tary. 


Co., 60 Fifth Ave., New York. 
at $3.50 per copy, this book of.- 
fers the secretary, indeed any- 
‘one who wants to know. a com- 
| plete, reliable guide to the many 
‘little but so important details of 
correct etiquette in business 
‘form and usage. 


A BRIEF FOR CORPORATION 
, LIBRARIES, A Guide for their 
| Operation and Management. is a 
manual that will be of much as- 
sistance in the organization and 
‘administration of a corporation 
‘library. 
| Edited by Alma C. Mitchell, 
librarian, Public Service Gas & 
'Electric Corp., Newark, N. J., it 
‘describes various methods se- 
‘lected from practices in effect 
vin existing libraries and found 
useful. The bibliography serves 
‘as a guide to more extensive 
study. 

Included in its 64 pages are 
'such pertinent topics as the 
| place of the library in organiza- 
| tion, cost, layout and equipment, 
and other practical informa- 
ition. Priced at $1.75 per copy, 
‘it is available from the Special 
Libraries Association, 31 East 
'Tenth St., New York. 


APPRAISAL AND CONTROL oF | 


| DUPLICATING SERVICE is the title 
lof a mangement bulletin dated 


September, 1949 


| Published by the Macmillan | 
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= KEE Ox, ;' 
ove! | THE ORIGINAL NON-GREASE CARBON PAPER 
tion, by 

Monro, e | | | ° 
hat ar Always the Best in All Climates 
1 words 
ons and Does NOT Dry Out! 

. The 
€ exam- 
owledg. DEPENDABLE IN OVER KEE SELF-INKING RIBBONS FOR 

social 

nal cor. 1000 COATINGS IN Ox, ALL MACHINES AND SYSTEMS 
ions for Typewriter Carbons and Billing Carbons in 3 ie Multilith Lithograph 

> offi 5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight i Addressograph Multigraph 
n i. : dd 

ad mili Duplicating Carbons Sales Book Carbon r Dupligraph Teletype 
.emillan Duplicating Units Stripe Carbon ° Speedaumat Stamp Ribbons 
v York plain or printed All sizes M Burroughs “— h 

’ ectograp 
00k of- Pencil Carbon Copying Carbon 
Allen Wales Writerpress 

ed any- Pen Carbon Carbon sewed in o Cash Registers 
ees Hectograph Carbon binders ; s , Roneo 
1€ many ; L Checkwriters . 
tails of Pattern Tracing Reverse Stripe and sia Tabulating 

Is P n 
usiness Carbon 2-Color Stripe J vie All American 
One Time Carbon Full or Both Sides Sunstrand Typewriters 
Printer's Carbon Coated T All 1.B.M. Machines All Foreign 

ORATION | Time Clock Typewriters 
Bees CARBON ROLLS FOR E 

~a 

uch ” Vari-Typer Executive Writing pie CARBONS in Black, Sve, Purple, Red, 
jon and h Stecnenalll L Green, Brown, Orange, Yellow 
oration Burroughs ectowriter 

Elliott Fisher Tabulating | Over 40,000 Different Varieties of Widths 

Mitchell, AutographicRegisters Teletype N and Color Inkings 
> Gas & : 

N. Jit Elliott bela Tally Rolls Kee Lox Service to the Public in the U. $. A. 
ods a All Photostatic Sunstrand E through 35 Direct Branches 
; si en Sees ey ne em oe ae a RN ee 
d foun 

; + 
y Serves ] Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 
xtensive Kee Lox Dupli-Pax for I.B.M. and Fanfold 
Continuous Forms | Please send free samples of Carbon: 
ges are ‘ 

a i dinit tes Pean Semgiles tor any sapuieninee tite pos | Se: SEI cnciticcrinitimmesiiesinennecens GED seiccnsessnnserentnsmnnsen 
rganiza- desire to make at any time. We consider it a favor to serve. ] Pe ID cabccseesdiebntethencvanes copies at one writing and use a 
‘ipment, l Jecaalatopeteitben evetsietea ahasin’ssschicecaheciin ctabaabecasadeiaasadaiadialced Sink Machine. 
nforma- } , . , 

RIBBONS. We CLE INOFOSIOR 11 ......cccnccgpcccccccccececevesesscesees Silk 
mao KEE |x, | . 

Special | SY einisssiseusnisitiniesatichiiahin __ vee ee machine. 

51 East MANUFACTUR ING CO. 7 (Samples of work of different inkings will be sent.) 
IRIN sciences scieaesitcinmectdatea ibaa baidlcda wads teanedivesceeliel 
ROCHESTER 1,N.Y., U.S.A. Fires 
-- EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. | ees ee 
the tite 
n dated aa 7 
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er, 194 


6): ee Sate a ae F ee.) i Ce ae i. 2 eee sneer Ae 
a ae. a ae * el i oe ne = a ee ' ! roe " 
‘ 
4 
c : 
as os a . ae a. : a aoe -. , ci. ae 0 : ae ; F 
ae : aa , Sa Se = CT an ee hy Re: = he. 


April, 1949, which has just been 
released by the Executive Office 
of The President, Bureau of The 
Budget. Copies are available 
through the Superintendent of 
Documents, U. S. Government 
Printing Office, Washington, 
D. C., priced at thirty cents. 
While written for Government 
agencies, the 45-page bulletin is 
almost equally applicable to pri- 
vate business organizations— 
firms maintaining their own du- 


plicating facilities, as well as 
those procuring all printing and 
duplicating from outside sources. 
Primarily, it is a guide for de- 
termining duplicating needs, 
controlling the use of duplicat- 
ing service, and appraising the 
performance of duplicating 
shops, in terms of manpower, 
equipment, materials, produc- 
tion, quality, and cost. It should 
also be useful in planning and 
preparing work to be repro- 


DO COLORFUL PLASTIC BINDING 
IN YOUR OWN OFFICE... 


] PUNCHING: Insert paper . . . pus 
4 down handle 


to 


OPEN BINDING: Operation is 
mechanicai 


... with GBC (R) 
Table Model Binders 
Now... in a few seconds.. 


you can bind sales manuals, 
presentations, samples, pro- 


General Binding Corp. 
820 W. Belmont Ave., 
Chicago 14, lil. 


3 INSERT: Slip covers and sheets 
onto open rings 


CLOSE: Release handle and 
remove finished job 


posals, specialties in colorful 
plastic binding. Produce per- 
sonalized bound pieces that 
will stand out at low cost. 
GBC table model binders are 
easy to operate .. . require 


Se ee 


Gentlemen: Tell me how | can do 
colorful binding in plastic with 
absolute minimum outlay in equip- 
ment and materials with a GBC 
table model binding unit. Send 
me Bulletin 125. No obligation. 


no skill. This equipment gives Name... Title 
you flat opening bound 
pieces with free-turning pages. Company . 
Let us tell you the whole story Po) 
about this revolutionary new 
equipment. Clip and mail the City. . ae Zone.... State. . 
coupon below .. . TODAY. Sat ee a ee ara ene ae J 
U. S. and Foreign Patents Have Been Applied for on GBC Binders and on GBC Binding Equipment 
Pa” , General Binding C 
Py WORLD'S LARGEST PRODUCERS OF MECHANICAL BINDINGS 
A —1—1—-1—-1-1-1-1-1-4+ ia 1—1 es 
eYTs LS arrren rier 0 WEST BELM ) 


10 


ONT AVENUE 


CHICAGO 14, 


HLLINO'US 
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duced, selecting appropriate re. 
production processes for differ. 
ent classes of work, estimating 
costs, and preparing requisi- 
tions. 

Another bulletin issued by the 
Bureau, and dated June, 1948, js 
titled SIMPLIFYING PROCEDURES 
THROUGH FORMS CONTROL. This 

a guide for putting forms con- 
trol to work under varying condi- 
tions of organization... for im- 
provements in clerical cost, as 
well as for direct savings in pa- 
per, printing, storage, and forms 
distribution. 


OFFICE METHODS RESEARCH 
AND PLANNING, CONTROL OF OF- 
FICE COSTS AND OPERATIONS, 
and APPRAISING AND TRAINING 
OFFICE SUPERVISORS are the 
titles of the latest booklets is- 
sued by the American Manage- 
ment Association, 330 West 
42nd St., New York, and priced 
at $1 for the first-named, and 
75 cents each for the other two. 


HELP Stop THAT TWELVE 
MILLION DOLLAR Loss is the 
title of a paper on proper mark- 
ing of shipments presented at 
the first short course on indus- 
trial packaging and materials 
handling, held at the University 
of Illinois, and more recently 
published in that institution’s 
bulletin number fifty-seven, 
priced at $1. 

Written by E. J. Marsh, sec- 
retary-treasurer of the Marsh 
Stencil Machine Co., Belleville, 
Ill., the article, one of many re- 
printed in the 248-page book, 
analyzes the multitude of rea- 
sons for monetary losses suf- 
fered by companies because of 
improper devices and systems 
for marking their goods for 
shipment. Mr. Marsh points 
out, too, many valuable ways in 
which this unnecessary loss can 
be cut down and in many cases, 
completely eliminated. 

The book can be obtained 
from the University at Urbana, 
Ill. 
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September, 1949 


_ wish and mentioning your 


EAGLE PENCIL CO. 


ee 


ath 


—- 
x 


¥ 
<I 


Lae eas 


Sensational Masked Pencil Test In Empire State Building Reveals: 


An independent research organization asked 
505 office workers in New York’s Empire 
State Bldg. to compare a Mirado pencil 
(bought in the open market) for smoothness 
against any other pencil they were using. 
The identity of both pencils was completely 


concealed. 


Here is the amazing report: 


“More than 25 different brands 
were tested against Mirado, 
grade for grade. 401 out of 505 
people expressed a preference; 
of these, 7 out of 10 chose Mirado 
as definitely smoother. Analysis 
of the votes showed that Mirado 
won over every other leading 
brand.” 

Ross Federal Research Corp. 


Why not test Mirado yourself? You'll find a 
smoother lead for faster writing with less 
fatigue. 

Stronger and Longer-wearing, Too 

The patented Eagle processes that make 
Mirado so smooth also give it unmatched 
point strength and durability. Try Mirado 
.-. you'll get increased efficiency and econ- 
omy, or your money back. 


“© EAGLE PENCIL COMPANY 
NEW YORK - LONDON - TORONTO 
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hOBOT-KARDEX 


.-- REMINGTON RAND’S NEWEST CONTRIBUTION 
TO THE FIELD OF SCIENTIFIC RECORD KEEPING 


Requires only 13.4 square feet 
of floor space, holds over 4000 
complete sets of visible records. 


Lan 
a 


THE FIRST ELECTRIFIED VISIBLE RECORD SYSTEM 


Now, for the first time, an electrically-operated, visible record system... 
ROBOT-KARDEX . . . gives you all the advantages of famous Kardex Graph-A- 
Matic control plus greater posting efhciency than ever before! 

Here’s a mechanized file and a desk in one space-saving automatic unit. 
Just press the index key .. . your Kardex records in their convenient slides 
are positioned, electrically, at desk-height working level. 

Productivity and morale go up. Fatigue and drudgery go out! And, you \ 
obtain up to 30% savings in “employee hours spent in record posting. 

To learn more about machine-sure, speedy ROBOT-KARDEX . . . and how it 
SEND NOW FOR THE NEW puts your record-keeping dollars to work . . . write for booklet KD 505 to 
ROBOT-KARDEX BOOKLET Systems Division, 315 Fourth Ave., New York 10. — copyrignt 1949 vy Remington Rand Ine. 


Remsaglon Kand THE FIRST NAME IN BUSINESS SYSTEMS 
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If you were 
designing a desk 


OU would want utility, convenience and 
beauty. In Mode-Maker you get all three 
—plus durability and low lifetime cost. 


Here is a desk that will bring beauty and 
distinction to any office. What’s more, it is as 
practical as it is beautiful. It has features never 
before contained in a commercial desk. From 
the ideal writing surface of Velvoleum to the 
anodized aluminum arched base supports, it is 
truly the desk of distinction. Mode-Maker is of 
durable metal construction, finished in lustrous 
gray and is available in 29” or 30!” heights. 
It is the crowning achievement of the world’s 
largest manufacturer of metal desks. 


Mode-Maker is available in 34 different 
models—a desk for any office job. The line is 
now displayed at local GF showrooms. Write 
for literature and the name of our nearest 
branch or dealer. The General Fireproofing 
Company, Department -9, Youngstown 1, Ohio. 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


OFFICE MANAGEMENT AND EQUIPMENT 


features you'll like 


_ in Mode-Maker — 


Mode-Maker has many fune- 
tional and utility values never 
before offered in a business 
desk. Among its unique fea- 
tures, these are outstanding: 


; Resilient Velvoleum top 
provides ideal writing surface 
—satin-smooth, quiet, durable, 
cigarette-proof, stain-proof, 
moisture-proof. 


2 Improved locking mecha- 
nism in center drawer unlocks 
all pedestal drawers by one 
simple finger-tip latch. 


3 Recessed drawer pulls, 
faced with decorative aluminum 
panels, eliminate projecting 
hardware, add to streamlined 
style and beauty. 


4 Interchangeable drawers 
and suspensions permit quick 
rearrangement of any and all 
drawers to suit user’s needs, 


5 Space saving 30” depth 
brings entire desk top within 
arm’s reach, at the same time 
saving valuable floor space. 


6 Distinctive arched bases 
of sparkling aluminum come 
in two sizes to provide either 


29” or 30%” desk height. 


7 Rugged metal construction 
throughout ,..no splinters or 
rough edges . . . no warping, 
shrinking or swelling . ..mois- 
ture-resistant, fire-resistant. 


Flexible unit assembly 

8 simplifies conversion of one 
model into any other model. 
All units—top, pedestal or 
base are easily replaced. 


Compare Mode-Maker point by 

point with any other desk on the 

market and see for yourself why it 

is the world’s foremost metal desk. 
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0's Leading Banks Prefer 


ACE Hapling 
Machines Hafiles 


WHEN YOU are told that bankers prefer Ace 
Stapling Machines and Staples it is one of the finest compli- 
ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional men you would get the same 


FIG. 1 shows a cross section of an ALL-ROUND enthusiastic endorsement. 


tinal wie. Baw onus aay the Sheet qui, ore: Bankers have found, from long experience, that the successful 
cision made, accurately drawn-to-size steel wire. 


I. ' 
4 ‘ . ~*~ 
FIG. 2 shows the ALL-ROUND steel wire after Ot a Sy 
| ‘ 


operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
staples used as it does on the machine itself. It is poor economy 
to jeopardize the smooth, efficient operation of an Ace Stapler 


by using poor grade staples. 


Every Ace Machine and every Ace Staple is produced with a 
degree of skill unapproached in the stapling industry giving 
these products those fine qualities so greatly appreciated by all 
who use them. 


ACE PILOT 
Precision built by skilled 


workmen: Staples and 
pins. 


being treated by the Ace Process. This gives max- ACEINER ” a ae ACE STAPLE REMOVER 
imum strength on the outer edge where it is needed _ Wertd's Fincet Stapler’. ie Snaps out clinched sta- 

Staples, pins, tacks and ‘ ples in a jiffy. Saves 
most. hand fastens. finger nails. 


<a> 


Stopelns Machines fon Prony, Purse andl Purpose GA 


ACE FASTENER CORPORATION © 3415 NORTH ASHLAND AVENUE « CHICAGO 13 
IN CANADA e ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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“TIME IS MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 


“AND YOU WASTE MUCH TOO MUCH!” WITH STRING AND TWINE AND GLUE. 
THEN TEX TIPPED SUE TO “HOLO ON!” SAYS TEX, “LET 
THAT STICKS WITH JUST A TOUCH / WRAP UP THAT JOB FOR you!” 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
(S WORKING SMOOTH AS HONEY, 
ANO THATS CAUSE © OF COURSE, 
SAVES TIME, SAVES WORK, SAVES MONEY! 


“OUR OSPENSER 'S A BETTER TYPE lien 
HAS A STRONGER FRAME AND a 


® “NO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND Smarr!” 


a Zi re a : hi 
bs iv m CELLOPHANE TAPE ~—-~<% 
= STICKS WITH A TOUCH 


ga 4 a ss 
ee fe 
‘ c BAC “¢ * 


® rexcer tare 


i INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 
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switch to 
mercury 
accessories 


You'll find there’s a world of dif- 
ference in the results you get 
with these finer rollers and blan- .. 
kets. You'll like the crisp, clean 
impressions, the perfect detail 
they provide in every reproduc- 
tion. Once you try them, you'll 


always buy them. 


RAPID ROLLER CO. | 


Federal at 26th “ape D.M.Rapport 
‘hi i ’ Minois: ' a ee a b * es i de at an 
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ALL-PLASTIC CARD GUIDES 


Patented. Trademark Reg. U. S. Pat. Off. 


Card filing reaches a new peak of ease and con- 
venience with Rock-Elite Card Guides. Made 
of lightweight, transparent, long-lasting plastic. 
They feature guide and tab of one-piece con- 
struction with entire tab located above card 
tops. The tabs of Rock-Elite All-Plastic Card 
Guides eliminate undesirable extra bulk that 
causes cards to “‘fan’”’ forward. Tab slant to the 
rear gives full “angled visibility” to labels. 
Entire tab is transparent for maximum size 
label—no tiny “‘window” to limit label size. 


Practically indestructible, Rock-Elite Card 
Guides can be bent double and spring back to 
original shape—will not become brittle or crack. 
Rock-Elite plastic is safe, too—will not ‘‘flash 
burn.”” Rock-Elite Card Guides are available 
in 3 x 5, 4 x 6 and 5 x 8 sizes, each in a wide 
label assortment for popular systems. 


OG Lhe Desk — 


Trademark Reg. U.S. Pat. Off. 


GREATER CAPACITY «+ TIERS LOWER 


Rock-Elite Desk Tray, molded of chip-proof, scratch- 
proof plastic, tiers lower than ordinary trays yet com- 
fortably accommodates file folders and standard size 
ring binders. Each tray surface is ribbed to eliminate 
fumbling for bottom sheet; slopes downward to rear, 
automatically aligning contents. Fluted, non-slip tier 
posts at sides and ample cut-out opening permit easy 
access. Four rubber cushion feet protect desk and table 
surfaces. Attractive walnut or gray finish. Available 
in letter or legal size. 


ROCKWELL-BARN 
35 East Wacker Drive 


ES COMPANY 
Chicago 1, Ill. 


Rocka File ° pr 
. 


SAVES UP TO 
40% FLOOR SPACE! 


Rock-a-File’s revolutionary side-fil- 
ing development, featuring compart- 
ments that “rock”? open sideways, 
provides the same capacity as or- 
dinary files in less than two-thirds 
the floor space. Compartments pro- 
ject only slightly when open. All the 
contents are instantly available all 
the time... two or more persons can 
file simultaneously ...compartments 
can remain open. Standard letter 
and legal size models available in 
choice of finishes. 


Rock-a-File PERSONAL FILE 


The perfect private-office file 
—ideal for home use, too. Fea- 
tures space-saving advantages 
of side-filing plus effortless op- 
eration of “‘rocking’’ compart- 
ments. Standard letter size, 
two-compartment model 
stands 32 inches high. Avail- 
able in satin-gray, mahogany, 
green or mar-proof walnut 
finish, with or without lock. 


*Patented 
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NEW DESIGN FOR BUSINESS LIVING 


Yes, there are 81 new different models and sizes of In- welded construction, Tops are extra-reinforced to with- 
vincible ‘“Modernaire”’ desks designed to make business stand heavy-weight loads. They're built from carefully 
living easier . . . more attractive . . . more efficient! Ad- designed standard units for uniformity of appearance 
justable height to fit individual requirements for leg .. . for low-cost sale. For detailed information on these 
room — for writing ease. Non-glare linoleum tops mean _— great new desks —- how each model and size fits a specific 
all-day eye comfort. Smooth-sliding and rolling drawers _ office need — write Dept. C. 


mean easy reaching for work papers. Exclusive Invincible 


Finger-Touch locking compressor in letter drawer means ‘al 
fast filing — no strain pulling files out — no “jamming” \ 
them in. 


Desks are made from heavy-gauge steel, with all- METAL FURNITURE CO., MANITOWOC, WIS. 


Modernaire ‘ 
Features You'll & 
Like! 


= 


one divider adjustable on 1” centers. Lap drowef 
with compartmented convenience troy. 


bee 


All **Modernaire’’ desks have stainless steel bind- 
ing ond corner protection. Precision die-cost 
hordwore to match. 


oA 
New 30” width on general office models means 
big savina in floor space. 


Rust-proof, sturdy, screw-jack type glides. Adjust 
desk height from 29” to 30%,” 


ie 
Worm's eye-view of top ribbing on Invincible 
Modernaire Desks . . . mo worry about lack of 
strength here! 


letter drawer with Invincible Finger-Touch Com- 
pressor. Note heavy-duty, silent-action progressive 
ball-bearing roller cradle suspension. 
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1 bind- 
Jie-cost 


MODEL 435 


The last word in a 
mimeograph. Table-top 
model with built-in 
electric motor. Lets 
operator sit down. 
Model 27 stand with 
foot control illustrated. 
For use with all makes 
of suitable stencil 
duplicating products. 


NEW ACCESSORIES 
Complete new line of 
styli, lettering guides, 
and screen plates. 
Produce professional 
looking copies with a 
Wide range of type faces, 
illustrations, drawings, 
and shadings. New 
foll point stylus makes 
handwriting easy. 


September, 1949 
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is “peanuts”? 


Sage may save only “peanuts” by changing 
one business form to meet a new 

situation. But being able to change every form— 
your entire systems work—change them 

quickly and economically, can mean a 
substantial saving. 

You can have this important flexibility by 
using A. B. Dick mimeographs. And you won’t 
sacrifice speed, legibility, over-all economy, or 
easy operation to get this flexibility. For unlike 
other duplicating processes, mimeographing 
makes no compromise with one quality to 
excel in another. Mimeographing 
is BALANCED duplicating. 

Ask your nearby A. B. Dick representative 
to explain BALANCED duplicating. 

Or, send in the coupon below for full details, 


Mimeographing is BALANCED Duplicating 


 A.B.Dick 


the first name in mimeographing 


A. B. DICK COMPANY, Dept. OM-949 
720 W. Jackson Boulevard, Chicago 6, Ill. 


1 would like complete information on how BALANCED Duplicating 
can help me to reduce operating costs. 


NAME 


COMPANY 


ADDRESS 


CITY STATE 
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IT’S A FEATHER 
IN OUR CAP 


—and you'll be 
tickled with it! 


pe 


Everything you've ever hoped to 
find in a stapler, the sensational new 
Hotchkiss Director gives you... 


—feather-touch easy action in 
stapling, pinning or tacking 


—jam-free operation day after 
day after day 


—broad based skid-proof stabil- 
ity that takes fast action with- 
ou tipping or sliding 

—all-chrome finish that keeps its 


good looks 


—husky all-steel construction that 
delivers a life-time of service 
with least attention 


—simplified design for easy clean- 
ing, easy loading, positive 
action 


See it at your Dealers now— 


Office, Home and Industrial Stapling and Tacking Equipment 
NORWALK, CONNECTICUT 
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You cut your costs the day you install a National Mechanized eZ *Get this FREE 

Accounting System. a — 
° . . . ow fo save 

On some jobs two-thirds of the work is done automatically wow 0 Money on Your 

and what the machine does automatically, is always done right. | Bookkeeping,” 

There’s a lift in office morale. Jobs are done faster, easier. Save Monty from your local 


. , sie’ ; National 
Overtime is eliminated, or drastically reduced. on your representative, 


With National’s exclusive combination of advantages...savings BOOKKEEPING or write to: 
often pay for the entire installation the first year. 
Ask your National representative—a systems analyst to 


show you the savings you can reasonably expect from Nationals. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


ACCOUNTING MACHINES 
CASH REGISTERS © ADDING MACHINES 
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outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 52 ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: - 


The extension arr on Browne-Morse files carry a fully loaded drawer swiftly, silently 


and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
lidi ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
& U ing action raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


Patented channels and extension 
slides permit the installation of 
inserts in all openings by any- i 
one without the use of e ¢ 
stalled in the field. ee 6 


. a ol . i th i 
Architects of Efficiency for America’s Office chan uae bao 


on the Browne-Morse i. 
Glider File. Learn "thd, 


how you can in- en” 
crease the filing quo- 
MUSKEGON B rowne- Mi OFfse manent en a 


your filing operation. 
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THE NEW MARCHANT Figuremaster is 
plenty smart, too...and can do these smart 
things no other calculator can do... automatic 
point-off in division, either as a decimal or per- 
centage... instant and positive line-up of divisor 
and dividend...and the Universal Tabulator, 


FIGURE FASTER WITH A 


MARCHANT 


Find out how the new Marchant 
Figuremaster can get out your figures 
easier and cheaper. Call the Marchant 
Man in your phone book today 


or just mail this coupon to 
Marchant Calculating Machine Company, 
Oakland 8, California 


© 


' Please send me free information about the Figuremaster 


' Name 


Address 


FICE MANAGER — Pratt. 


9 


handy work-saver for many operations, is so 
versatile it even shifts from one end position 
to the other without disturbing decimal and 
tabulation set-ups...all adding up to more CPO* 
These and 15 other principal new achievements, 
together with Marchant’s traditional supremacy 
in accuracy control, simplicity and silent-speed, 
establish the Figuremaster as the world’s fore- 
most calculator. 


*Calculations Per Operator 


MARCHANT CALCULATING MACHINE COMPANY : 
‘ Oakland 8, California E-4 | 


' Without obligation, I would like to see the Figuremaster 
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Whether he is a purchasing agent or a vice 
president, a banker or a state government 
employee, the man you must sell is the office 
executive. Because it is the office executive 
who influences or decides the purchase of 
office systems, methods and procedures, office 
equipment and supplies. 


How better to sell him than through his own 
business magazine — OFFICE MANAGE- 
MENT AND EQUIPMENT. Every month, 
OFFICE MANAGEMENT is read by, con- 


sulted by, 10,000 office executives in every 
type and kind of industrial, financial, com- 
mercial and government office where large 
quantities of office equipment and supplies 
are used. They are OFFICE MANAGE- 
MENT subscribers because OFFICE MAN- 
AGEMENT is the only business magazine 
directed to and edited exclusively for office 
executives. 

To sell office executives—sell them through 
“the office executive's own magazine”, 
OFFICE MANAGEMENT AND EQUIP. 
MENT. 


OFFICE MANAGEMENT 
and Equipment 


The Office Executive's Own Magazine 


Geyer Publications—Business Magazine Publishers Since 1877 


212 Fifth Avenue, 
OFFICE MANAGEMENT AND EQUIPMENT 


New York 10, N. Y. 


September, 1949 
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SECRETARY: ‘But it's nearly three, now. We can 
never get them all typed and checked by then." 
poss: ‘Well, why not use the duplicator instead? 
That way you can run them all off in 30 minutes." 
Rush requests for extra copies of statements of 
audits can be handled right in your stride if you 
put your duplicator to work. One girl can turn 
out all the copies you need in a very few minutes 
on Hammermill Duplicator Paper. All that’s 
required is one typing and one checking . . . and 
every copy you get is completely accurate. 

Hammermill Duplicator paper runs well on 

n every either gelatin or spirit machines . . . and gives 

1, id you more clear copies from every master sheet. 

e arge ( 

supplies . For the name of a member of the Hammermill 

NAGE- Suen Guild of Printers, ready and willing to supply 

MAN. j your printing needs on Hammermill Papers, 

see: call Western Union by number and ask for 

agazine “Operator 25." 

r office 

hrough 

azine”, | 

(QUIP- | 
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AND HE HAS TO TAKE ALONG 
30 COPIES OF THIS AUDIT! 


You'll find, too, that Hammermill Duplicator is 
an exceptional economizer of contact fluid on a 
spirit duplicator when it is used with Hammer- 
mill Master Paper. 


Send for FREE 100-sheet trial packet. 


We'd like you to test Hammermill Duplicator 
—FREE—in your own office so that you can see 
for yourself how well it performs. Simply send 
the coupon below for the 100-sheet trial packet, 
with Master Paper included and a sample book of 
Hammermill Duplicator. If you'd like, we’ll also 
send you a copy of “Duplicator Facts”, the 
Hammermill idea-book that contains a handy 
time-saving check-list for improving your dupli- 
cator work. 


(Please 


1 Hammermill Peper Company 
; 1471 East Lake Road, Erie, Pa. 

Please send me—FREE—a sample packet of Hammer- 
I mill Duplicator sheets and a sample book. (Check 
| here () if you'd like a copy of “Duplicator Faets.”) 
H PE cas vi venibbadadadcdectinseeseksatbuiwas ceemene 
I Position ...... 


attach to, or write on 
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STEEL AGE Quality 
Means effortless operation 


and extra years of service 


The amazingly easy operation of STEEL 
AGE files adds wonderful new pleasure 
and efficiency to filing. Even when 
loaded to capacity, the ball bearing, full 
suspension drawers glide out at a touch. 
Add to this jewel-like action, the posi- 
tive locking compressors, welded, super- 
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STEEL AGE— 


the name that 


adds smiling to filing! 


rigid construction and baked-on wear- 
resisting finish and you have the reason 
why STEEL AGE files are first choice 
for year-after-year service and quality 
that means economy in the long run. 
Buy STEEL AGE and you buy the best 


in steel office furniture! 
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Fact Power 


and Savings 


through 
RECORDS 


MANAGEMENT 


By Emmett J. Leahy and Robert A. Shiff 


of the National Records Management Council 


First of two articles; the second will appear 
in the October Issue 


% SUPPOSE a man with whom your company 
had done business in the past walked into your of- 
fices one day and demanded payment for merchan- 
dise which you had bought, paid for, and sold 
three years previously. Such shenanigans do go 
on, and some of them are pulled off successfully, 
despite all the country’s high-priced lawyers. 
There is, however, one sure-fire means of stopping 
them at the start: a cancelled check. If, in the 


Government records after a Washington fire in 1936 


LEO 6 8 


A well organized records storage center 


case above, your company were able to show the 
paid check for the merchandise, the annoyance 
and the possibility of a suit and loss can be quickly 
forgotten. Without the check, the company is at 
the other fellow’s mercy. The check is then, a 
fact—a very powerful and life-saving fact. With- 
out it, you are powerless; with it, you have what 
is known as “fact power.” 

“Fact power” is simply being able to have the 
facts of your business at hand when you want 
them. It applies to both current and past tran- 
sactions: it covers cancelled checks, invoices, re- 
leases, contracts, and summary records; and it 
constitutes as well the easy access to current in- 
ventories, sales, costs, and technical performances. 
It is knowing what you want to know about your 
business when you want to know it. And there is 
only one way you can get it: by efficient manage- 
ment control of your business records. 

In the so-called “good old days” business rec- 
ords were largely the products of individuals; 
clerks and apprentices copied them by hand, and 
records space was thus extremely limited. Con- 
trol of records under such a system was easy. 
Today, the mechanization, specialization, and du- 
plication in modern record making have no com- 
parable controls or curbs. As businesses have be- 
come bigger, records have mushroomed. And 
record making and record keeping processes have 
developed to such an extent that their end product 
is staggering. (Turn to next page) 
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A classic example of the impact of the mechan- 
ical record makers and keepers is the federa! gov- 
ernment. In the recent survey made by the 
Hoover Commission’s Task Force on Records 
Management, it was estimated that the govern- 
ment spends about $1.2 billion euch year in the 
handling of 18 million cubic feet of records— 
enough to fill the equivalent of six Pentagon 
Buildings! 

Many American businesses are no better off. 
The National Records Management Council, which 
guided the Hoover Commission Task Force on rec- 
ords, is now making studies of business records 
for the Rockefeller Foundation. These studies 
prove that record making and record keeping are 
the greatest consumers of salaries, space, and 
equipment of all the housekeeping activities of 
American industry. It is a fact that, for the most 
part, business records are today a cost liability. 
There are exceptions, of course, but it is some- 
thing for every business to consider. It is quite 
possible that a great percentage of the money your 
company now spends in space, salaries, and equip- 
ment for records could be saved. But there is 
one and only one way it can be saved: by efficient 
management control of your business records. 

At this point you may justly inquire as to what 
we mean by efficient management control of rec- 


ee i Be 


ords. The key word in the phrase is manugemenj. 
The mushrooming expansion in both size and com. 
plexity has caused all but a fraction of a com. 
pany’s records to be delegated downward frop 
the management level to a scattered host of minor 
supervisors and clerks. In other words, records 
are not managed by management, with the resy} 
that there is no records control—there is only 
endless filing and indexing. Efficient manage. 
ment control demands the re-establishment of “ 
ords control at the management level and the jp. 
stigation of a records management program as 
part of company operations. 

A records management program is nothing 
more than a system of controls on making, using, 
and keeping records. The system must be estab. 
lished on a company-wide basis. Best results are 
achieved through centralizing responsibility un- 
der a trained and qualified records manager, cap. 
able of earrying out the essentials of a record 
management program, which are as follows: 

1. Curbing unessential record making and {j- 
ing operations. 

2. Evaluating record accumulations. 

3. Establishing a records center. 

4. Creating archives for the company. 

5. Capitalizing business archives in a company 
history. 


MORE THAN HALF OF ALL RECORDS TURN OVER 
AFTER INVENTORY AND APPRAISAL 


Destroyed 


A Notional Records Management Council Report 


Less than one-half filed in 
office equipment and space 


May 1949 Fu) 
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Photo by Bachrach 


Emmett J. Leahy 


The National Records Management Council, a 
non-profit organization, with its headquarters at 
New York University, acts as a clearing house for 
information on records management and archives 
administration. This service includes news of 
significant findings, successful programs, and new 
developments. Also available are appraisals and 
reports of technique, equipment, and federal and 
state laws and regulations. This service is avvil- 
able upon request to the National Records Man- 
agement Council, 100 Washington Square East, 


Robert A. Shift 


New York. 


6. Training in records and archives manage- 
ment. 


Curbing Unessential Record Making and Filing 
Operations 
There is such a thing as records birth control. 


It consists of curbing the creation of unnecessary 
forms and reports, and the elimination of all rec- 
ord making not essential to company operations. 
For example, the manufacture of multiple copies 
can be reduced to a bare minimum and the filing 
of duplicate or unnecessary copies of records can 
be completely eliminated. All records can be re- 
stricted to documents required solely to support 
company fact power. In this connection, the 
Standard Oil Co. of New Jersey reports savings 
of one-half a million dollars a year for the last 
ten years as a result of birth control and stan- 
dardization of forms. 

The organization and location of records offices 
must be custom designed to an individual com- 
pany’s operations. Such a design, of course, de- 
pends upon the character, size, and location of the 
company’s operating units. Some companies may 
need but one central records office. Others, along 
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with a central records office, may require a num- 
ber of additional offices of official record to serve 
specialized needs. Failure to locate a records of- 
fice at all, results in a number of small and “un- 
official and duplicate files’—none of them com- 
plete. Filing plans must be designed to eliminate 
the common practice of personal or desk files. 
Thus, vital information buried in personal files 
can be transformed into company fact power. 

“Filing to find” means intelligent arrangement 
and classification of files. This can only be 
achieved by a tested and uniform system of rec- 
ords management and classification. The measure 
of such a system is efficiency in finding as much as 
efficiency in filing. The need for a complicated 
guide book in the file room is an obvious indica- 
tion of poor filing. Confused files, causing slow 
reference, can be avoided by simplified filing and 
indexing methods. 

Equipment and machines for records manage- 
ment, used with discrimination, can cut operating 
costs. For example, microfilm equipment can be 
an expensive novelty or a valuable asset. There 

(To page 72) 
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A 67-foot service counter speeds up service 


FOR MORE GLAMOUROUS LUNCHEONS 


New Union Carbide & Carbon employee cafeteria 


% MORE OFTEN than any employers realize, 
the opportunity of lunching satisfactorily is a de- 
ciding factor in the office employee’s selection and 
retention of a job and his effective performance 
of it. That consideration makes the office res- 
taurant one of the most effective mediums in the 
maintenance of employee goodwill and efficiency. 


CAFETERIA FLOOR PLAN 


EAST 
DINING ROOM 
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Union Carbide and Carbon Corporation's new 
employee cafeteria, opened recently in the Car- 
bide and Carbon Building at 30 East 42nd St. 
New York, is currently being acclaimed as one of 
the most beautiful and best-equipped employee 
cafeterias in the City of Offices. Up-to-date food 
service equipment and a bold use of modern build- 
ing materials make it an outstanding example of 
both contemporary architecture and restaurant 
planning. 

Built into space formerly rented to a restaurant 
chain, the cafeteria occupies a good portion of the 
lower level of the building. The main dining area, 
which measures about 60 by 80 feet, and an ad- 
joining room 35 by 40 feet, have a combined seat- 
ing capacity of 450. A 20- by 40-foot lounge, just 
inside the entrance doors, is the third unit in the 
floor plan, exclusive of work areas. 

The cafeteria is operated by Longchamps, Inc., 
operators of one of New York’s finest restaurant 
groups. There is a service staff of forty. Lunch- 
eon is the only meal served, and the cafeteria is 
open only to employees of Union Carbide and Car- 
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About 1500 Union Carbide & Carbon employees use the cafeteria daily 


bon Corporation. Hours are from 11:15 a.m. to 
2:30 p.m., Monday through Friday. During the 
first two weeks, an average of 1,500 persons per 
day were served—at a peak rate of twenty per 
minute. 

One of the secrets of fast service here is the 67- 
foot service counter, really two counters in one. 
Starting from the center, two lines of customers 
are served at the same time as they move toward 
either end of the counter. Serving speed is thus 
stepped up, but there is still plenty of time for 
customers to choose their food. 

Walls covered with plastic sheeting in bright, 
solid colors; mirrored columns; indirect lighting; 
and broadcast music create a gay but relaxed at- 
mosphere in the cafeteria. Behind the scenes, 
too, everything is bright, modern, and efficient. 
Seven heavy duty ranges, a deep fat fryer, a 
steam cooker, and two kettles—one of 30-gallon 
capacity and the other 50—-constitute the cooking 
equipment. 

The kitchen ceiling and the walls and ceiling of 
the dishwashing area are sound-proofed and the 
entire working area, like the rest of the cafeteria, 
is air-conditioned. Typical of the great care that 
has been taken to assure cleanliness are the 
kitchen walls, which are sheathed with Rigidized 
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stainless steel, a metal with a patterned or tex- 
tured surface. All doors in the work area are 
covered with plain stainless steel sheets, so the 
cleaning problem is further simplified. 

Products of divisions and units of Union Car- 
bide and Carbon Corporation have been used 
throughout the cafeteria, some in finished form 


A smoke to top off lunch 
A. Devaney, Ine., N. Y. 
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but many more as raw materials that can be traced 
to the finished equipment and furnishings. 

From the stream-lined entrance doors to the 
spic-and-span kitchen, bright stainless steel is one 
of the chief building materials. Railings, stanch- 
ions, coat and hat racks, flower boxes, and doors; 
the service counter, with its coffee urns, warmers, 
and refrigerators; and the sleek, shining equip- 
ment in kitchen and work areas are all made of 
stainless steel. Ershler & Krukin, Inc., Bayonne, 
N. J., built and installed most of the stainless 
steel dishwashers, kitchen, and service counter 
equipment. The principal alloying element in 
stainless steeel—chromium—is supplied to the 
steel industry by the corporation’s Electro Metal- 
lurgical Division in the form of ferrochrome. 

Plastics, in a variety of forms, also help to make 
the cafeteria outstanding for its beauty. Walls 
are covered with Vinylite plastic sheeting in bril- 
liant fiesta colors of red, green, and vellow. 
Wainscoting, chair upholstery, and rest room wall 
tiles are made from Bakelite and Vinylite plastics; 
and Bakelite and Vinylite resins were used in 
lamp shades, table tops, and floor tiles. The drap- 
eries are of Krene plastic material, produced from 
Vinylite resins, and ash trays and serving trays 


are molded of Bakelite phenolic plastics. Bake- 
lite and Vinylite plastics are produced by Bakelite 
Corporation; and the Krene plastic draperies are 
made by National Carbon Co.—both units of 
Union Carbide and Carbon Corporation. 

Complete air-conditioning will keep the atmos- 
phere heated and humidified in winter and cooled 
and dehumidified during summer months. The air, 
which is recirculated, is made as pure as modern 
science can make it. Electrostatic precipitators 
filter out dust and smoke particles; Columbia ac- 
tivated carbon removes odors and vapors; and 
triethylene glycol, vaporized in the air-condition- 
ing system, actually reduces the number of bac- 
teria and viruses in the air. Columbia activated 
carbon is produced by National Carbon Co., and 
triethylene glycol by Carbide and Carbon Chem- 
icals Corporation, two of the principal] units of 
UCC. 

With all these comforts and attractive sur- 
roundings, employees could hardly find a more 
pleasant place in which to spend their lunch hour. 
And since the cafeteria has done an excellent job 
of fulfilling its primary aim—to serve good food 
at reasonable prices—the reaction of employees 
has been one of general satisfaction. 


An unusual feature of the pleasant lounge area at Union 
Carbide & Carbon Corporation's new cafeteria in its New 
York office building is the provision made through wall and 
floor cases for an educational series of displays of items in 
the manufacture of which this company's products are used 
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A. Devaney Inec., N. Y 


COLLEGE AND THE OFFICE 


By David List 


Business and management analyst 


* IN THE LIGHT of a substantially lower vol- 
ume of college recruitment by the larger com- 
panies today, college seniors and graduates may 
have to modify drastically some erroneous notions 
concerning opportunities in the business world. 

This was indicated in interviews I have had 
with several representatives of leading companies 
having college placement programs. 

Placement officials interviewed seem to agree 
that while owing to the return of the buyers’ mar- 
ket, there is a strong demand for trainees in sales 
promotion, the prospect in other fields of college 
recruitment are not as bright as they were in the 
period 1946-1948. 

In the course of their duties, employment rep- 
resentatives in the larger organizations have been 
able to develop much personal contact at colleges 
where they make their periodic rounds. Besides 
interviewing students for jobs, these officials offer 
helpful hints about job-finding as well as how to 
cultivate a satisfactory interview approach. 

As a result of a large number of such contacts, 
employment executives have observed that some 
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graduates seem to have deep-seated misconcep- 
tions relating to employment opportunities. 

With an expected growth in college enrollment 
over the next few years, one company official was 
afraid that opportunities for graduates might se- 
riously decline in a variety of technical and pro- 
fessional fields. According to this placement of- 
ficer, “students may have to look upon their col- 
lege education, not to much as an instrument of 
vocational preparation, but as the source of train- 
ing in better citizenship.” 

Commenting on how to avert the type of dis- 
illusionment which this situation could bring 
about among college graduates, this same execu- 
tive said that “in their courses, educators should 
place more emphasis on social values, rather than 
on possible sources of economic gain.” He fur- 
ther suggested that, in their own interest, me- 
diocre students be discouraged from attending 
college. 

Pointing to the large number of graduates who 
think that jobs are plentiful in the field of per- 

(To page 74) 
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Are your standards those of another day? 


STANDARDS TO MULTIPLY 
OFFICE EFFECTIVENESS 


By ROBERT E. SHULL 
Office Service Department Manager, Socony Vacuum Oil Co., Inc., New York 


Second of two articles. The first appeared in the August issue. 


% LAST MONTH in the first of these two articles 
we carried our discussion of the draft Procedure 
for Establishing and Maintaining Office and Cler- 
ical Standards through step No. 2. Now let us 
look now at step No. 3. These items form a check 
list. Most are obvious. However, we should keep 
in mind that there are other companies’ standards 
that we might adapt for our own. We are all bet- 
ter adapters than originators anyway. We, of 
course, want to be cognizant of applicable na- 
tional standards so that our own standards will 
be in harmony. 

Notice item “f,” “What characteristics are sig- 
nificant?” This is where a standard can easily go 
down the wrong alley. For example, in the set- 


These articles are based on an address by Mr. Shull at the 
Time and Motion Study Conference of the Society for Advance- 
ment of Management held in New York this April. 
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ting of company standards for typewriters, what 
characteristics are significant? First you prob- 
ably will want to select one style of type. I don’t 
mean just elite type either. There are several 
different styles of elite type, as you discover if 
you have several different typists type succeeding 
pages of a report. Second, you will want the same 
spacings between letters. Third, you may desire 
to limit your carriage lengths to two—one to han- 
dle an 11-inch sheet and type 11 inches, and one 
to handle a 17-inch sheet and write 17 inches. 
Fourth, you probably will want to adopt a stan- 
dard keyboard for your typewriters, with one or 
two keys only for special characters and those spe- 
cial keys always in the same place. You may 
want to go further and specify the conditions 
when electric typewriters will be used and when 
non-electrics. 

Near the end of step No. 3, at “i,” you will see 
five results of a standard. At this point it is nec- 
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PROCEDURE FOR ESTABLISHING AND MAINTAINING 
OFFICE AND CLERICAL STANDARDS 


Persons Responsible and Detailed Functions 
(Concluded from the August issue, page 35) 


This is the concluding section of the detailed procedure for 
the establishment and maintenance of office and clerical 
standards which Mr. Shull discusses in his article ths 
month and last month. 


PERSON RESPONSIBLE PERSON RESPONSIBLE 
Analyst, Systems Department, at Home Office Person Designated (Step 5e) 
FUNCTION FUNCTION 
3. Aralyzes recommendations with these points in mind: 6. Collects facts and makes observations, and returns 
3. ls there a company office standard in existence? reply form to: 
o. Is there a company office standard in process? 
-. Are there other companies’ standards in our pos- PERSON RESPONSIBLE 
session that might be used? Analyst 
3. Are there applicable National Standards in exist- 
ence? FUNCTION 
e. Who will be affected by the standard? 7. Prepares tentative standard and possible alternates in 
*. What characteristics are significant? prescribed form. Determines extent to which tenta- 


Will a standard solve the defined problems? 

ls this an appropriate time to develop a standard? 
Does the proposed standard have possibilities of 
resulting in at least one of the following: 
Significant economies 


Reduction of confusion PERSON RESPONSIBLE 


Simplification of work aes ~~ 
Safeguarding life or property Person Designated (Step 7) 


Improving environment, morale, productivity, or FUNCTION 
public relations. 

Determines objective and scope for a standard, and 
oasses with recommendations to: 


tive standard and alternates should be tested. Deter- 
mines and arranges for designation of person best able 
to conduct necessary tests. 

Passes to: 


nk WN — 


8. Tests tentative standard and alternatives. 
Passes results to: 


PERSON RESPONSIBLE PERSON RESPONSIBLE 
Systems Department Manager Analyst 
FUNCTION FUNCTION 
4. Evauates recommendations, determines need and 9. a. Makes such iis ices Mad tentative come a ea 
authorizes project for standard, and establishes prior- sults of tests of standard and alternates in icate. ir 
ity of project b. Evaluates tentative standard and assures himself 
Assians A agaae that it will result in at least one of the following: 
i sia Nett 1. Significant economies 
PERSON RESPONSIBLE 2. Reduction of confusion 
Analyst 3. Simpification of work 
: 4. Safeguarding life or property 
s. what FUNCTION 5. Improving environment, morale, productivity, or 
i 5. Develops program for collection of facts and the Public relations, : 
1 prob- soservation of conditions or operations. Passes revised tentative standard and evaluation to: 
’ a. Discusses project (purchasable items only) with 
I don't dome Office Purchasing Department representative PERSON RESPONSIBLE 
several co. Decides what type of information is needed: Analyst 
wae 2 |. What pertinent interests are involved? 
mee’ if 2. What are the related problems? FUNCTION ; 
peeding 3. How should characteristics be measured and 10. a. Consults with Home Office Purchasing Department 
1e same what are the os requirements? and determines whether any purchasing policies 
: c. Collects available facts: apply 
’ desire . Lists own knowledge b. Consults with Law Department for appropriate ad- 
2 2. Checks departmental files and library vice. 
to han 3. Checks files of Suggestion System c. Consults with Industrial Relations Department on 
nd one 4. Consults persons in or outside Company who matters affecting personnel policie 
; rv have vertinent information d. Obtains recessary approval from the responsible 
es, ay : ave ve aS intormario ; Hs, , 
inch 5. Examines applicable standards of other com- Home Office executive. 
a stan- panies, associations or agencies e. Prepares final draft of standard for circulation and 
c. Decides what facts remain to be collected, or con- attaches: 
me ditions or operations that remain to be observed. |, Evaluation of standard 
se spe- e. Determines and arranges for designation of person 2. Pertinent facts and considerations 
uo may best able to collect remaining facts, or make ob- 3. List of pertinent interests involved in terms of 
Sere rvations. position es 
ditions States facts or observations that remain, prescribes 4. Form for reply 
a e ~ cence ta> Circu ates to. 
1 when or reply and passes to: 
(To next page) 
vill see 
is nec- 
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PERSON RESPONSIBLE 


Accounting or Office Manager of all offices affected by 
the standard, and domestic subsidiaries and the foreign 
trade department. ("All offices’ is meant to include all 
marketing, manufacturing, and producing offices, home of- 
fice departments and standing committees.) 


FUNCTION 


Reviews draft and attachments with persons 
‘a taht of 

|. Past experience 

2. Existing local standard 

3. Usefulnes 

4. Local purchasing arrangements 

: 2 

o 

p 


PERSON RESPONSIBLE 
Analyst 


FUNCTION 
12. Reviews and consolidates all replies, revises draft in 
ight of comments and recirculates unti] there is a 
consensus approaching unanimity and he is convinced 
that the standard is the one that should be adopted 
Presents draft in person to: 


PERSONS RESPONSIBLE 


Standards Committee, composed of first assistant comp- 
troller, manager of systems department, representative of 
purchasing department, supervisor of methods division, and 
Supervisor of standards division. 


FUNCTION 
13. Reviews final draft of standard and determines that 
it has been developed in accordance with ‘Procedure 
for Establishing and Maintaining Office and Clerica 
Standards.’ 


Designates it as an official standard and passes it to: 


PROCEDURE FOR ESTABLISHING AND MAINTAINING 
OFFICE AND CLERICAL STANDARDS 


(From preceding page) 


PERSON RESPONSIBLE 
Standards Coordinator 


FUNCTION 
14. Sees that official standards are recorded, ouc 5 
and aistriduted. 
* * * 


PERSON RESPONSIBLE 
Accounting or Office Manager or designated person of all 
offices affected by the standard. 
FUNCTION 
15. Installs and maintains adherence + 3 fice 4rd 
ical standards 
PERSON RESPONSIBLE 


Individual Issuing Requisitions 


FUNCTION 
6. Issues requisitions in conformity with published s-erd- 
ards for office furniture, forms, supplies, business ~a- 


chines, or other purchasable office 


PERSON RESPONSIBLE 
Purchasing Agent 


FUNCTION 
17. Checks purchase requisitions for adherence to s*ana- 
ards. 
PERSON RESPONSIBLE 
Standards Coordinator 
FUNCTION 
18. Reviews standards at the end of first year and every 
three years thereafter, and at such other times 4s 
conditions warrant. Revises or modifies standard a 
conditions warrant and presents draft in person 
Standards Committee. (Same as Step 13.) 


essary to determine if there is a possibility of the 
standard resulting in one of the five items. Under 
scrutiny you will probably discover only three re- 
sults—significant economies, reduction of confu- 
sion, and safeguarding life or property. 

Let us look now at step No. 5. You will notice 
that the purchasing department is brought into 
this procedure early. There are several reasons. 
Standards for purchasable items enable that de- 
partment to do a much better job of buying, and 
therefore they are most interested in assisting in 
the job. They can be most helpful in suggesting 
sources and procuring samples. 

Under “b” of step No. 5, we again see the term 
“interests involved.” We want to be sure we get 
the qualified representatives of the interests in- 
volved, not the brass. 

Most important also is the measurement of 
characteristics. For example, let us assume that 
comfort is one of the desired characteristics in a 
posture chair. How are you going to measure it? 

Let us skip to “ce” of step No. 5, very valuable 
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and time-saving in standards work. George Van- 
derbilt, chairman of the business machines sub- 
committee of the Office Standards Project, has 
made a suggestion that would be very construc- 
tive, without any strangling organization. He sug- 
gests that from five to ten organizations of similar 
size agree to circulate among themselves such 
major projects on standards as they engage in 
during the year. The only requirements would 
be a given number of projects and an agreed-on 
approach. One organization might do more work 
than usual on any one project but for this the or- 
ganization would receive five or ten times as many 
results. 

Step No. 7 brings up a very serious point— 
“Determine extent to which tenative standard and 
possible alternates should be tested.” There are 
scores of supply items that require the minimum 
field testing, vet there are other machine or pro 
cedure tests that might conceivably require weeks 
or months of both laboratory and field testing. 

(To page 68) 
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cards in a VA district office. 


BELOW: Upper picture—making actual-size 
facsimile prints of the cards at Kodak Park 
Cine Processing Laboratories. Lower picture— 
in the Central Office of the Veterans Adminis- 
tration, cards are punched from each facsimile 
print. The cards will be run through check 
writing machines as the applications are re- 
ceived from the veterans. 


RIGHT: Microfilming the premium record — haa 


. 


Behind the Veterans 
Dividends 


% THE LARGEST photographic facsimile-copy 
project in the history of commercial microfilming 
has been the duplication of over 22,000,000 insur- 
ance premium record cards for the Veterans Ad- 
ministration in connection with its current Spe- 
cial Dividend Program. Only the V-Mail program 
during the war topped this Veterans Administra- 
tion operation in volume. The microfilming proj- 
ect, undertaken by Recordak Corporation, subsid- 
iary of Eastman Kodak Co., was completed with 
the photographing of VA’s Central Office record 
cards in Washington on July 23rd. 

The problem which faced the Veterans Admin- 
istration was to assemble at the Central Office in 
Washington copies of all insurance premium rec- 
ord cards, both active and inactive. The cards were 
maintained in fourteen different offices, located 
geographically to serve the veterans most effi- 
ciently. To make typewritten copies was prohibi- 
tive from the standpoint of cost and time. 

After thorough studies by the VA, microfilming 
was selected as the most suitable way to accom- 
plish this task, from the standpoint of accuracy, 
speed, and economy. 

Duplicates of the cards are required in Wash- 
ington for better control and faster service in is- 
suing the dividend checks. Interference with nor- 
mal operations in the district offices was also a 
problem. This had to be kept at a minimum to pre- 
vent work from piling up. The speed of micro- 
filming solved this problem. 

From the photographic facsimile copies of the 
premium record cards, the VA is _ preparing 

(To page 78) 
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Miss Irene A. Williams 


MEET MISS SECRETARY, 1949 


% WHO is the ideal secretary? 

According to tthe National Secretaries As- 
sociation, she is Miss Irene A. Williams of Chi- 
cago, secretary to James Forgan, vice-chairman 
of the First National Bank of Chicago. She has 
been his secretary for twenty-three years. 

Her description of a representative secretary 
as stated in her questionnaire which was sub- 
mitted to the jury, and which was a determining 
factor in her own selection, is: 

“Perhaps above all else a secretary should have 
the ability to sense situations, have an apprecia 
tion of the fitness of things, and be sufficiently 
unselfish to display a genuine interest in her em- 
ployer’s affairs. Aside from the manual skills of 
her profession, she should possess a well inte- 
grated personality, a pleasing appearance, a well 
modulated voice, and be dignified, discreet, and 
tactful.” 

Miss Helen Gaylord of Akron, Ohio, was second 
choice for the title of Miss Secretary of 1949, and 
Miss Grace Farnsworth of Wichita, Kans., was 
third. 

Judges of the contest were Philip Maxwell, of 
the Chicago Tribune; Dr. Irene Place, professor 
at the University of Michigan; Ernest Byfield, 
president and general manager of the Sherman 
Hotel, and J. Wanberg, president of the First Na- 
tional Bank of Evanston. There were close to 
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sixty secretaries entered in the contest. 

The contest was held during the association’s 
fourth annual convention, from June 30th to July 
2nd at the Hotel Sherman, Chicago. The Lake 
Shore Chapter, Chicago, was hostess to the group. 
Approximately 500 members of the association 
attended. * 

For several years the association has been| 


working on a program for the certification of sec- Ci 
retaries, comparable to the certification of accour- dy 
tants and the chartering of life insurance under- | ™ 
writers. The Certified Professional Secretaries nil 
Committee has been set up to develop this plan, tr 
and the program has now been developed to the {| * 
stage where an Institute for Certified Professional | *8 


Secretaries has been set up. - 

At the election of officers during the convention, 
the following new officers were elected for the Na- 
tional Secretaries Association: | 

President, Mrs. Elizabeth R. Scott, Denver, | ‘ 
Colo.; northeastern vice-president, Mrs. Mary | “ 
Hagan Barrett, Pittsburgh, Pa.; northwestern 
vice-president, Mrs. Dora McCoy, Portland, W 


Ore.; southeastern vice-president, Miss Frances} © 
Crawford, Vicksburg, Miss.; southwestern vice-\ | 
president, Mrs. Gladys Martin, Stockton, Cal.; , 
secretary, Miss Frances Dickinson, Hartford, | 
Conn.; and treasurer, Miss Irma Lee Helm, Kar- ; 
sas City, Mo. | 

S 
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In the new Hilton-Davis offices 


They 


Pushed Their Office 


NEARER THE SKY! 


* WHEN enlargement of plant operations ne- 
cessitated larger general offices, Hilton-Davis. 
Cincinnati, Ohio, maker of organic pigments and 
dyes for printing inks and textiles, as well as pig- 
ments and dyes for carbon papers and typewriter 
ribbons, simply pushed its original main adminis- 
tration building one floor nearer the sky. Today, 
according to Herman Niedermeyer, office man- 
ager, the firm has room for further growth, and 
present physical space and new mechanical equip- 
ment for efficient operation. 

Efficiency, comfort, and speed were the three 


| pints primarily sought in designing the extra 


space. Mr. Niedermeyer, who, prior to his asso- 
ciation with Hilton-Davis had helped plan an even 
larger office unit in Cincinnati, worked with Jack 
Walker, cost accountant, and Harold Borger, plant 
engineer, on blueprints for the new addition. 
“We now have comfort and efficiency,” Mr. 
Niedermeyer declared in an interview. “We will 
Increase our efficiency and reach new record speed 
when additional electrical equipment now on or- 
der is installed during the coming year. Then we 
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will be much nearer than we are as yet to our ideal 
of a change-over from hand to mechanical opera- 
tion.” 

On order to be installed by the International 
Business Machines Co. are an electric multiplier, 
a collator, and a summary punch. This will be 
added to an IBM basic tabulator, a sorter, and a 
3-key punch now in use. 

Speed was the primary consideration dictating 
this equipment order, according to Mr. Nieder- 
meyer. When it is all in operation, he expects to 
obtain a 99 per cent accurate inventory picture 
on an eight-hour basis. On payroll, he expects to 
write thirty checks a minute. Billing will be 
speeded up to a point where invoices will only lag 
three hours behind actual shipment. 

Looking back over expansion plans, Mr. Nieder- 
meyer admitted that Hilton-Davis was in rather 
a fortunate position to carry out the ideals he and 
his associates, James F. Thompson, vice-president 
and plant manager; Nelson S. Knaggs, vice-presi- 
dent and sales manager; Ross Hastie, director of 
purchases, and Arthur Evers, personnel manager, 
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had in mind when they held first conferences 
with the plant engineer. 

It happened that the one-story administration 
building, which also housed a mill room, was the 
first building on the 82-acre site on Langdon Farm 
Road, Cincinnati, which now numbers twenty- 
four different buildings, with approximately 700 
employees. It was constructed of reinforced con- 
crete, with a flat roof, making a second floor feas- 
ible at not too excessive expense. 

Additional space was urgently needed. Execu- 
tives and general office personnel numbering 
sixty-three men and women were crowded into 
5,600 square feet of space. By extending the sec- 
ond floor over the mill room, 6,400 square feet has 
been added. Of this new space, 2,500 square feet 
upstairs is today being used for the office service 
unit, handling mail and messengers; cost, payroll 


New Electronic 


% THE world’s second all-electronic auto- 
matic computer was demonstrated August 17th 
in Philadelphia at the Eckert-Mauchly Computer 
Corp. by inventors Dr. John W. Mauchly and J. 
Presper Eckert, Jr. Named Binac, it was built 
to order for Northrop Aircraft, Inc. of Haw- 
thorne, Calif., first private concern to acquire an 
“electronic brain.” Binac calculates 12,000 
times faster than a human being. 

The only other computer like it is Eniac, built 
by the same men in 1946 for the U. S. Army. 
Binace is tiny in comparison with its 30-ton par- 
ent. The computing unit is only 5 feet high, 4 
feet long, and 1 foot wide and fits in a medium- 
sized office. It is the first “giant brain” not gi- 


and credit departments, and Comptometer api 
general ledger sections. Also upstairs are 1,29) 
square feet for the personnel department, ay; 
2,700 square feet for further expansion. This ]y: 
ter space is currently being partly used for sto». 
age of office supplies, duplicating and microfjp, 
departments. 

On the first floor, where all departments wer 
formerly housed, Messrs. Thompson, Knaggs, an; 
Hastie have their private offices opening out jp 
the main reception room from the building ey. 
trance. The rear of the first floor is occupied by 
the sales and purchasing departments. 

Two stairways, one outside and one at the reay 
inside, lead to the new second story. The outside 
stairway brings prospective employees direct ty 
the personnel department’s own reception room, 

(To page 68) 


Brain Unveiled 


gantic in size, and was designed especially for 
engineering problems. 


“In designing today’s advanced military air. | 


craft and guided missiles we constantly encounter 
mathematical problems which cannot be solved in 
any reasonable period of time by humans work- 
ing with pencil and paper or ordinary calculating 
machines,” said John K. Northrop, president of 
Northrop Aircraft, Inc. “Binac will be of extra- 
ordinary value in reducing preliminary design 
and test time on most research and development 
projects. 

“In the past it has been practical to carry our 
analysis of a given design only to a certain point, 

(To page 42) 


THE BINAC 
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ABOUT THAT 
OFFICE PARTY 


By J. George Frederick 


A 


% PLANNING a Christmas party? Or any of 
the many other parties which enter into office life 
nowadays? “Everybody loves a_ party’’—yes, 
but not until the last decade has the party crept 
into the office and turned it into a place of merri- 
ment on various occasions! Old Phil Armour or 
Russell Sage would have had ten conniption fits, 
fifty years ago—even if those times are now called 
“The Gay Nineties”—if anyone had suggested a 
jolly office party, 1949 fashion, for their hard- 
bitten, hard-driven office workers! A picture of 
the big boss dancing alongside the office files, 
cocktail glass in hand, in company with his clerks 
and stenographers to a rhumba tune on a phono- 
graph would in those days have caused moral pan- 
demonium, in home, church, and board of direc- 
tors! 

Such is the feminine influence in business! In 
the Nineties there were very few women in of- 
fices at all—even most of the stenographers were 
of the male sex—and a stern code of hard work, 
long hours, and much fear of the big boss ruled 
the office. An oldster who worked in offices in 
those times as a stenographer told me the other 
day that the big bosses never even recognized or 
spoke to their male—let alone their female—em- 
ployees if they passed them on the street. In 
the matter of friendliness there was still in office 
circles much of the spirit of one famous tycoon of 
a century ago who, when he took over a bank and 
looked at its expense sheets, and noted that it was 
the custom to give the night watchman a new 
overcoat each Christmas, promptly crossed out 
the item as an extravagance! The boss of the 
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Nineties was likely as not to be a Scrooge, who 
himself never went to a party and wouidn’t know 
what to do at one! 

Therefore we can safely repeat the current 
cliche, “never underestimate the power of a wo- 
man,” for without any doubt the coming of wo- 
men into the office has not only greatly influenced 
its decor, its manners, and its customs, but has 
vastly eased off the dour tensions and desk-thump- 
ing disciplines of olden days—and brought us the 
office party! 

To put it quite bluntly, among the many good 
reasons why women have gone into the office is to 
be where men are. To women office workers, 
quite as in the case of men, the office has become a 
major field of social contact, a place of gradually 
increasing social importance. 

The office party evolved out of the social in- 
stincts of men and women who find themselves in 
a group. The Army and Navy in war-time found 
themselves in precisely the same situation—men 
working together with women, with the natural 
outcome of social occasions arranged for those 
working together in uniform. The office party is 
nothing else but business men and women “in uni- 
form,” taking a bit of time out for a “service” 
party! 

“Office party” is, after all, only a broad, inclu- 
sive term for all kinds of what may be called busi- 
ness social activity, and today large corporations 
will recognize and encourage such activities to an 
amazing degree. 

Lounge and game rooms, movies, swimming 
pools, summer camps, picnics, bands, ball and 
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bowling teams, house organs filled with social 
notes are all included in the apparatus for stimu- 
lating worthwhile group social activity. 

Even where none of these aids to sociability 
can be provided for, as in many a big-city office, 
there is always the office party proper, which is 
either annual or occasional. The office Christmas 
or New Year party came first, and is still for 
many the only office social affair of the year. Then 
came the customers’ party—that is to say, the 
party given by a firm to its customers. Thus an 
engraving or printing firm will give a yearly 
party in its office or at a hotel for selected em- 
ployees of customer firm and its own staff. Later 
came office parties for individual occasions—the 
wedding of one of its group; the departure to a 
new job of another; the celebration of a birthday 
or an anniversary. Today office parties on com- 
pany time and at company cost, or outside the of- 
fice by office groups at their own expense are a 
commonplace of business life. Quite obviously, 
such a proliferation of parties can easily become 
a bit of a nuisance and a financial drain, accom- 
panied as many are by assessments and collec- 
tions for presents and refreshments. Even if the 
party is held after five o’clock the preparations 
often cut considerably into employee working 
time. But where the party-giving is held to rea- 
sonable limitation, not even the most churlish 
modern boss will dream of objecting. Employers 
today recognize that ‘‘job satisfaction” is of real 
importance and that a good social atmosphere in 
the office is vital. The office party can help great- 
ly in attaining this. But it can also be something 
else if badly handled. Boys or girls of teen age 
who go home drunk from too many cocktails 
pressed upon them at an office gathering may 
bring serious repercussions. And the peeling off 
of inhibitions sometimes indulged in at office par- 
ties may badly disrupt office standards. 


What's a good party? 


A good office party is one which the top execu- 
tives take an interest in, and help make a real— 
and reasonably decorous—occasion of relaxing 
social ease and pleasure of association—keeping 
in mind the spirit of company unity and team- 
work, even in play. 

The annual office party in particular should be 
“on the house,” of course, while other occasional 
parties should never be allowed to become bur- 
dens. A fixed limit to contributions should be set, 
with no compulsion or recrimination for those 
who do not contribute. (An office rule against col- 
lections is often a real necessity to protect the 
lower-salaried groups from exploitation or extra- 
vagance). 

At office parties one point is critical; no “office 
cliques” must be allowed to operate with exclu- 
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sions and snobberies. To be any good, the office 
party by its very nature must be democratic, with 
a relaxation of official and social echelons, stratas, 
and levels. The new employees must be made to 
feel at home by a social or steering committee, 
and the unpopular, shy, or “odd” person must be 
given a break. The most typical fault of office 
parties is that some clique has all the fun, with 
the others as mere spectators and wall-flowers. 
Another typical fault is the insistent pressing of 
strong drink and more strong drink upon every- 
one, from a twisted sense of hospitality or of fun 
in getting people a bit tipsy. Good office parties 
should never be allowed to depend on strong drink. 


New Brain 
(From page 40) 


after which costly and often destructive physical 
tests were necessary. With this new computer, 
calculations formerly impossible or impractical of 
solution can be completed rapidly with savings of 
hundreds of thousands or possibly even millions 
of dollars in time and money.” 

Actually twin computers, Binac has duplicate 
arithmetic channels so it can check itself at every 
step, and two mercury tube “memories.” Each 
twin has only 700 vacuum tubes. Eniac has 
18,000. 


The new computer showed its mettle by solving 
“Poisson’s Equation,” a typical engineering prob- 
lem. Binac spent more than two hours of actual 
computation to obtain twenty-six solutions. For 
each solution the computer did 500,000 additions, 
200,000 multiplications, and 300,000 transfers of 
control, all in the space of five minutes. A man 
with an adding machine would have needed years 
to complete the same job. 

The Binac operates in the binary system in- 
stead of the decimal one. In the binary system, 
it is required only to distinguished between zero 
and one. The computer has to convert automat- 
ically to binary numbers before beginning calcu- 
lations and to convert answers back again to deci- 
mal form before printing them out on an electric 
typewriter. Actually the computer receives and 
puts out figures in the octal system, from zero to 
seven, as this converts more easily to binary than 
the decimal system does. Decimal numbers may 
be easily expressed using pairs of octal numbers. 

A larger, more general-purpose type of com- 
puter named Univac is also being constructed by 
the corporation for customers which include the 
U. S. Bureau of the Census, the Army Map Serv- 
ice, the Air Comptroller’s Office, as well as the 
Prudential Insurance Co. of America and other 
private customers. 
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ABOVE: 

NEW LINE OF STENCIL duplicating supplies has been an- 
nounced by Underwood Corp., One Park Ave., New York.  In- 
cluded are stencils, inks and correction fluid. Featuring a dull, 
velvet finish, the stencil provides excellent visibility, appear- 
ance and contrast. They are designed for long reproduction 
wns, and are especially strong for stylus work in drawing forms 
and illustrations. The ink is soluble in water, thus permitting 
an operator to wash off stains with ordinary soap and water. 
It is also miscible with other standard quality inks. The com- 
pany's correction fluid is packaged to prevent evaporation and 
waste, and a camel's hair brush and burnisher are part of the 
regular kit. 


ABOVE: 


ALL-NEW PORTABLE TYPEWRITER from L. C. Smith & Co- 
rona Typewriter Co., Syrecuse, New York, has a total of thirty- 
eight features, the most notable of which is its Colorspeed key- 
board. Full, standard office machine size, the board has rimless 
keys colored a restful, non-glare green, and shaped to cup the 
fingertips. Other new features include Quickset margin control; 
acoustical vents; 3-position paper bail, and a line retainer that 
“remembers” the line registration if the ratchet is released. 


RIGHT: 


_ NEW CHECK FEEDER intended for microfilming operations 
in banks, is announced by Recordak Corp., subsidiary of East- 
man Kodak Co., Rochester, N. Y. Designed especially for use 
on the Recordak Duplex Microfilmer, the feeder will improve 
microfilming efficiency and increase the speed of handling checks 
over hand feeding. It is motor driven and feeds average-size 
checks as fast as the microfilmer will operate—from three to four 
times faster than hand feeding. Simple to use, it can be in- 
stalled on the Recordak Duplex Microfilmer in a matter of 
seconds. No adjustments are required and the maintenance is 
low. Clerks can operate the feeder and microfilmer while com- 
fortably seated. Work fatigue is reduced, thus contributing to 
employee morale. In transit departments, clerks can make all 
necessary notations for a batch of checks already photographed 
while the feeder is inserting another batch into the microfilmer. 
Designated as the model FD, the new feeder will accept checks 
up to 9'/-inches wide. Available for delivery in the near future, 
the feeder rents as an accessory for $3 a month. A low-cost 
feeder, similar in design, is also in production and will be avail- 
able for delivery next January for use on the commercial model 
of Recordak Microfilmers. . 
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NEW THINGS 
in the 
NEWS 


ABOVE: 
CONSECUTIVE SPACING TIME RECORDER from _interna- 
tional Business Machine Corp., 590 Madison Ave., New York, 


is small, flexible, accurate, and designed to fill the time record- 
ing requirements of many organizations. Incorporating auto- 
matic consecutive spacing of time registrations with pressure- 
type printing, this machine has multiple uses—as a job cost 
recorder, as an attendance time recorder, or as a combined job 
cost attendance time recorder. Time cards are merely inserted 
in the Recorder, which prints on the front side of the date, AM 
and PM, hour and minute automatically. Each registration is 
automatically spaced immediately beneath the one preceding, 
no matter how complex the schedule. There is no chance of 
over-printing or printing a record in the wrong place on the 
card. One-hand-automatic-trip operation makes recording simple 
and fast. The time registrations are clear, well-formed, and easy 
to read. Pressure-type printing gives uniform density of impres- 
sion. Flexible to meet any mounting requirement, it can be 
mounted vertically on a wall, or horizontally on either the upper 
or under side of a desk, table, or shelf. Available for various 
types of operation—as an individual unit from standard alternat- 
ing current, may be installed as a unit in an electric time sys- 
tem of the self-regulating minute impulse type, or as a unit in 
an electric time system with electronic self-regulation. 
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LEFT: 


PHOTOCOPYING MACHINE, semi-automatic, called the Foto- 
Flo model C, is manufactured by the Haloid Co., 2-20 Haloid 
St., Rochester, N. Y. It operates on a continuous flow principle 
and produces copies of anything written, printed, drawn, typed, 
or photographed, in reduced or enlarged sizes at the rate of 
three 18 x 24-inch photocopies a minute. No darkroom is re- 
quired, and machine accepts material such as engineering draw- 
ings and the like, up to 36 x 48 inches. Machine is of all 
metal construction with machine parts that come in contact with 
chemicals, made of stainless steel, nickel castings, and corrosive- 
resistant chemicals. 


- BELOW: 
SWISS-MADE, this Kern instrument set is one of many now 

available in this country through the Borden & Riley Paper Co., 

Inc., 60 East I Ith St., New York. Shown is set A-18, which contains 

2 ruling pens, compass pen, — compass and other precision ABOVE: 

wing necessities. Prices on this an h vai 5 

-oenaag pone sensicles ee ae ee SELECTOR MODEL pencil sharpener with outside point selector, , 
features a dial which can be easily adjusted to produce nine or | 
more points, ranging from broad to fine, without removing or 
opening the receptacle. In addition, the sharpener has a dial 
which serves as a centering disc to hold all current size pencils 
and wood case crayons firmly in place. A spill-proof shaving 
receptacle with polished nickel steel top and a heat-molded acetate 
lower half are also among its features. Manufactured by the 
Automatic Pencil Sharpener Co.. Rockford, Ill. 


BELOW: 


ECONOMY MODEL Copy-Rite liquid duplicator has been an- 
nounced by the manufacturer, Wolber Duplicator & Supply Co., 
1202 Cortland St., Chicago. This model features finger-tip con- 
trols; streamlined design; easy loading of copy paper; positive 
automatic paper feed. Has roller moistening without use of 
wicks or pumps. Also available as a hand-feed model. 


ABOVE: 

CANCELLED CHECK CABINETS by Cole Steel Equipment 
Co., 285 Madison Ave., New York, have fourteen drawers an 
are designed to house cancelled checks, deposit tickets, dratts, 
sales slips, two rows of 3 x 5-inch cards, and Recordak film. Size 

» is 37% inches high; 23/2 inches wide; 25!/2 inches deep. Avail- 
able in olive green or Cole grey crinkle finishes. 


44 OFFICE MANAGEMENT AND EQUIPMENT September, 1947 


Poa o ei cy wy y 7 ae oe: a 7 aad 7 a oe is pe — B : = Pa , a a, 7 a °° 
; Bi 
ee i Pie 
" ei: 
: ; a * _ a OK f 
a " | a 
ee - * ‘ 7 
et ' ae Le 
% = — | 
ne Pi = - 
ee 7 aa ’ 
x a |" 
; mee 1 | 
Z 1 Ss ‘| 
i —™ . 
Ce OO ‘ 
, — % 
TR ecco ‘ 
aS | he = i 
j =i 
_——— 4% oe | 
ee a Ss : 
i te. ed 
“a (ps E z aa . 
: ee 
————_ 
= ———_ 
ES F % : pase -| 
a eee 2 ce. 
7 4 = at oe a me 
a. ‘a pS i ae ‘3 
re 4 . . > i . Ny 
aa . (SP ae 
pA . a ot 
i\. 4 | ee 
tc gq ~ idles Sg i : 
a aa 
4% g = = em ks nie 
¥ Noa 7 ° ete 
i om * ee | Ae ——— Y 
4 og A - ~ A 4 _ 2 a i { s 4 
— : a ~e a een = 
cn o bes US TRS ais 4 * Sag [<0 i ee 
il y. a em Pas Yan ; 7 Se F ae 
a a ‘ Teese l= 
7 J AS 
c = ~ a { t_ 
a ¥ 2 : 
oo Pr ” | 
Py 
hy rs — Soe r > oo eS oe — “ips ie AC re et ae hy os =a 7 
_ f ; ae 4 se ‘ nel Ae J ry 2 i i es ecree ere se = * q i oe 9 ‘ 
eae ee eo _ . Bie es Me 


selector, 
) nine or 
oving or 
s a dial 
@ pencils 
shaving 
] acetate 
by the 


uipment 
ers and 
drafts, 
n. Size 
Avail- 


, 1949 


ABOVE: 


: JET ERASER, handy for pocket or desk drawer, is contained 
in a rigid barrel of transparent Tenite plastic. A product of 
Weldon Roberts Rubber Co., 351 Sixth Ave., Newark, N. J., the 
eraser has. 4!/. inches of rubber which can be used many times 
er by simply unscrewing the threaded tip of the barrel and 
shoving eraser forward. Refills are available, red for pencil 
work, grey for ink or typewriter. A pocket clip is fitted at top. 


LEFT AND ABOVE: 

FIT FOR A KING but built, in this case, for a Prince, His 
Royal Highness. the Crown Prince Saud Al-Saud of Saudi, Arabia, 
is this magnificent desk and chair, produced by Frank Scerbo & 
Sons, Inc., 536 Pearl St., New York. It is shown at various 
angles to better display the amazing craftsmanship. All hand 
carvings and gold embossings, done in 23-karat gold, were faith- 
fully reproduced from original Arabic designs, the coat of arms 
and all other carvings on moldings, borders, and pedestals being 
hand-worked. The massive chair is upholstered in green, hand- 
glazed leather and in foam rubber. The Scerbo factory is cur- 
rently finishing a new bank installation for which all desks, chairs, 
banquet and tables were made from blueprints. 


ABOVE: 

ROTARY FILE for quick, efficient cross filing has been pro- 
duced by the Ferris Rotary File Co., 952 Main St., Bridgeport, 
Conn. Adaptable for all offices, the unit is desk height, requires 
only three square feet of space. Standard size model holds up 
to 13,000 cards at one time, and the finger-tip control permits 
wheel to rotate in either direction. Cards can be easily removed 
or replaced and one or more can be taken out at a time since 
both sides of cards can be utilized. Made of heavy steel in 
standard colors. A five-year guarantee is offered. 
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ABOVE: 


ONCE MORE AVAILABLE from the General Fireproofing Co., 
Youngstown, Ohio, is their Telefacts cabinet (left) which proved 
so popular before the war. At right is the company's latest, the 
Holdsall cabinet. Telefacts is a two-drawer filing cabinet on 
rubber-tired, ball-bearing casters; it has a swing front, self-adjust- 
ing divide-a-files, and a lift cover that permits easy accessibility. 
Constructed of metal; desk high; with grey, green, walnut, and 
mahogany finishes available, the cabinet is 30'/2 inches high; 
25 inches deep. The new Holdsall cabinet is a small parts utility 
type, also made of steel. Has ten drawers, three with fixed 
compartments and seven with adjustable dividers. Finished in 
olive green crinkle, its dimensions are 20 3/16 inches wide; 
30 9/16 inches high; 15'/g inches deep. 


ABOVE: 


WARDROBE RACK, model 808, will accommodate eight coats 
and hats. Six extra utility hooks on the sides. Has heavy gauge 
1'/,-inch diameter post with one-inch shelf bars. Has a height 
of 74 inches; width of 20 inches; depth of 10!/2 inches, with a 
shipping weight of 33 pounds. Shipped in two sections, as- 
sembled. From Glaro Machine Products Co., 37-09 Edgemere 
Ave., Far Rockaway, N. Y. 
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BELOW: 


ALUMINUM CURRENCY TRAY with cover. is from the Abbot 
Coin Counter Co., 143 St. and Wales Ave., Bronx. New York. A 
light weight box, it is adaptable for making switches in cash be. 
tween tellers and can also be used for additional cash set-ups 
at busy windows. Model 26, shown, is 16!/2 x 1434 x 4!/2 inches 
in size, has ten compartments for bills, and is priced at $20, 
It is equipped with hasp and staple as well as paracentric pad. 
locks which can be shifted. Built for convenient stacking jn 
vaults. Other models are available in the same size, the dif. 
erence being in the compartment layouts. Additiona! infor. 
mation from the company. 


BELOW: 


ALL-PURPOSE FLOOR MACHINE, the Super 16, is a heavy- 
duty, chrome plated machine, made to handle any type of floor 
maintenance job. There is a variety of special, quick change 
accessories which may be attached for any specific floor work. 
Besides polishing and scrubbing, it can be used to sand, steel 
wool, grind, and wax floors of all kinds. With the use of a 
solution tank and shampoo brush, the Super 16 will also shampoo 
rugs. Has an induction type, 3% H.P. motor enclosed in a heavy 
aluminum casting and finished with chrome plate. Uniform dis- 
tribution of weight over the brush area provides for smooth 
operation while patented finger springs keeps the machine riding 
level regardless of the condition of the floor. Its speed enables 
an operator to polish 4,500 square feet per hour. Frem S. C. 
Johnson & Son, Inc., Racine, Wis. 


LEFT: 


FOR COMMERCIAL INTERIORS and industrial offices, the 
Miller Co., Meriden, Conn., has designed the Hartford, a lumin- 
ous downlight luminaire, available with three types of hinged 
door enclosures. The steel wiring channel of the light is Bon- 
derized for rust resistance, and finished in durable white enamel 
for smartness. Available in 48, 72, and 96-inch lengths, the 
Hartford can be close-ceiling or suspension mounted, individually 
or in continuous rows. Flanged-top channel simplifies installation. 
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ABOVE: 

WALL PANELING MATERIAL, called Lamidall, featuring a 
tough, durable, plastic surface, Tempered Masonite Presdwood 
base, and distinctive colors and patterns, has been announced 
by the manufacturer, Service Products Division, Woodall Indus- 
tries, Inc.. 2035 South Calumet Ave., Chicago. The wear- 
resisting plastic surface resists heat, moisture, abrasion and im- 
pact, and is unaffected by water and soap, beverages, other stains, 
alcohol and common solvents. Lamidall's decorative beauty. ease 
of cleaning, durability and economy make it ideal for wall panel- 
ing or wainscoting of company restaurants and other commercial 
and institutional buildings. Panels can be applied by nailing 
or cementing to existing walls without costly preparation. The 
smooth Masonite Presdwood backing will adhere rigidly to wall 
surfaces. Panels are available in a full range of sizes up to 
4x 12 feet, in a selection of distinctive new colors, patterns 
and wood grains. 


Er = 


ABOVE: 


THE PENNANT PEN, a Wearever product manufactured by 
David Kahn, Inc., North Bergen, N. J., is now available with five 
different grades of points. Retailing for $1, the pen is a carefully 


engineered, smooth writing instrument that can be had in both 
gold plated or silvery metal caps. 
gift. 


An inexpensive, yet practical 
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spirit duplicating process. 


ABOVE: 


THE MULTIOPENER AND THE MULTISEALER, both all-electric, 
high speed, precision-built machines, are the latest products 
from Commercial Controls Corp., Rochester, N. Y. The new 
multiOpener, which will automatically open and stack thousands 
of envelopes per hour, has an automatic cutting adjustment. 
The dial may be set for a light, medium or heavy cut. Uniform 
cutting the full length of envelope edge, without injury to con- 
tents, is assured by the precision feed principle of the multi- 
Opener. High grade steel cutting blades maintain constant, 
dependable performance. An outstanding feature of the new 
multiSealer is its exclusive patented water feed which assures 
uniform flow of water to the gummed envelope flap. Any excess 
water is automatically returned to the tank. The multiSealer 
is equipped with the al!-new sealing blade which means positive 
sealing and constant cleanliness. It seals all standard size en- 
velopes. Has large, clear plastic water tank. Sturdily con- 
structed, both machines will give years of trouble-free service 
the company says. Self lubricating bearings throughout assure 
quiet, smooth operation. Rubber feet hold machine firmly in 
position and will not mar furniture. Both machines have large 
adjustable receiving hoppers to accommodate various sized en- 
velopes. Streamlined in design, they are finished in soft grey 
wrinkle with satin stainless steel trim that harmonizes beautifully 
with modern office furniture. 


ABOVE: 


USED ON DESKS, benches, shelves, or counters, this 3-drawer 
parts case will prove exceptionally handy. A product of the 
Lyon Metal Products Co., P. O. Drawer 671, Aurora, Ill., the 
drawers of the case are divided into three full-length compart- 
ments with three adjustable dividers each. Case is sturdily con- 
structed and securely welded, and there are no protruding parts. 
Complete unit, including dividers, is finished in durable, baked-on 
Lyon green enamel. 


LEFT: 


THE ADRESSETTE is a new and versatile adaptation of the 
A small, compact machine, it incor- 


porates a fluid container which dispenses duplicating spirit through 
a felt pad, and a master copy is placed on the moistened surface. 
A roller on the machine runs lightly over the master and the 
duplication is made. About 100 copies are obtainable from one 
master, with approximately 500 duplications an hour. Distributed 
by the Rena Adressette Corp., 32 Broadway, New York. 
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BELOW: 

LOW PRICED dictation wire recorder, especially suitable for 
business offices, has been introduced by the Webster-Chicago 
Corp., 5610 West Bloomingdale, Chicago. "The Electronic Memory 
with Natural Voice Playback" is the first entry of Webster-Chicago 
into the dictation field, and the unit, designated as model 18, 
is compact, light and portable, and weighs less than 20 pounds. 
It is extremely easy to operate and has only one master control 
plus positive-acting foot control. Slight pressure starts it in- 
stantly; release of pressure stops the wire at once. Recordings 
may be played thousands of times without appreciable loss of 
fidelity, or erased simply by dictating over the same wire. Play- 
back volume through the self-contained speaker is clear and 
amply loud for the transcribing stenographer, although ear phones 
may be used. The same unit is used for dictating and transcrib- 
ing. Priced at $135 East of the Rockies. 


BELOW: 

PRECISE model 4 trimming board, manufactured by American 
Photo Laboratories, 28 North Loomis St., Chicago, numbers among 
a variety of features, a patented adjustable paper guide with 
finger-tip control; fine steel blades carefully ground for fast 
cutting and long life; white scales in sixteenths on ebony base- 
board of seasoned hardwood. Other models, numbers 5, 6, and 
7, have special safety springs. The board illustrated is priced 
at $7. Prices have been reduced on the other models due to 
savings effected in the costs of materials. 
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LEFT: 


ALTHOUGH LISTED in their current price list and stee| equip. 
ment catalog, this Conference Top desk has only recently been 
released by Yawman & Erbe Mfg. Co., 1045 Jay St., Rocheste; 
N. Y., for production. The desk, as produced, will be substan. 
tially the same as in the projected design, although the depth 
of the apron beneath the molded top in the Executive mode| 
has been reduced to provide added knee space. It has a top 
measurement of 78 x 39 inches, exclusive of sliding shelves. Over. 
hang at each end is nine inches. Molded top is linoleum covered 
with brushed chrome metal insert caps on the corners and con. 
tinuous chrome binding around all edges. Finished in irridescent 
Neutra-Tone grey with white metal hardware. 


ABOVE: 


NEW CATALOG of 74 pages, covering its complete line of 
fluorescent lighting fixtures, has been published by Sylvania Elec- 
tric Products, Inc., 500 Fifth Ave., New York, and is available 
upon request. Printed in two colors on coated stock, it is 
the first fluorescent fixture catalog Sylvania has issued since 
1947 and contains 28 more pages than the previous edition. 
Over 60 photographs of industrial, commercial and recessed 
fluorescent fixtures, starters, fluorescent lampholders and _ starter 
sockets are shown. Detailed descriptions, diagrams, charts on 
technical data and specifications of every fixture are included. 
A supplementary section provides a practical guide on How To 
Plan a Fluorescent Lighting Installation, including details on 
how much light is needed; which fixture will do the job; how 
many fixtures are required; and which is the best fixture ar- 
rangement. 


Ro a 


coed 


ABOVE: 

FOLDING TABLE with a Duhoney-20 automatic folding leg, 
is from Midwest Folding Products, 1844 West 14th St., Chicago. 
The top is made of bonded plywood or '/4-inch Masonite hard- 
wood, the aprons of kiln-dried I'/g-inch hardwood stock. Glue 
blocks and special corrugated fasteners are used throughout. 
Finished in natural standard although walnut may be had if 
specified. Legs have one-inch tubing, are made of 14 gauge 
steel. Legs lock in folded position and have positive lock be- 
cause of straight linestress principle. Height of complete table 
is 29'/2 inches on standard units. Legs are enameled in taupe. 
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3LOW: 
WELL TAILORED and smartly designed are these modern furni- 


wre pieces from Frank Scerbo & Sons, Inc., 536 Pearl St., New 
York. The conference desk is available in walnut, mahogany, 
jd oak, and is 84 inches long, 36 inches wide. The right hand 
ide has an extreme width of 60 inches. The finest mahogany 
veneers were used in its construction. List priced at $700. The 
-ymfortable, modern settee which can be made in any size, 
as a full base in walnut, oak, and birch, with top grain leather. 
4 is 48 inches long, and priced at $210. 


BELOW: 

STILL SHOT from a current motion picture, "The Judge", an 
Emerald Production released by Film Classics, Inc., in which can 
be seen Super-Filer filing equipment made by the General Fire- 
proofing Co. of Youngstown, Ohio. The equipment played a 
‘leading role" in the exciting film which stars Milburn Stone and 
Katherine DeMille. As a novel beginning to the picture, the 
camera focuses on a GF file drawer which is being opened to 
reveal the photographs and police descriptions of the film's lead- 
ing characters. GF's desks and chairs also occupied prominent 
positions in the picture. 


ABOVE: 

DAILY REPORTS on his efforts to unravel the disappearance of 
the famous Blarney Stone lead Bing Crosby into intriguing situa- 
tions with Barry Fitzgerald, constable of the Irish town, in Para- 
mount's latest film, "Top O' The Morning.” Bing is shown using 
the Dictaphone Corp.'s portable dictating machine, the Time- 
Master, which he uses throughout the film and which he demon- 
strates to Fitzgerald. In honor of the film, the Dictaphone Corp. 
has launched the larges+ promotional and advertising tie-in cam- 
paign in the history of the dictating machine. Direct mail, window 
displays, full page ads in national newspapers and magazines, and 
national and local promotions are being used. The premiere of the 
movie was held at the company's home in Bridgeport, Conn., with 
movie stars in attendance. Mayor Jasper McLevy proclaimed a 
"Top O' The Morning Week" and the city celebrated with Irish 
dancing, radio interviews, and other forms of entertainment in 
conjunction with the film's release. 
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WITH THE ASSOCIATIONS 


Controllers Institute Meeting 

Program details are nearing completion for the 18th 
annual meeting of the Controllers Institute of America, to 
be held in San Francisco, September 25th-28th. William 
Herbert Carr, vice-president and treasurer of the California 
Packing Corp., San Francisco, is general chairman of the 
executive committee for the event, which is sponsored by 
the Los Angeles, Seattle, Portland, and San Francisco Con- 
trols of the national organization. It will be the first annual 
gathering of the Institute ever held on the Pacific Coast. 

Speakers of prominence from industry, education, and 
labor will discuss current problems affecting individual con- 
trollers, their companies, and the general economy. Those 
announced so far by the program committee for the event. 
headed by Ralph B. Knott, controller of Fibreboard Prod- 
ucts, San Francisco, include: T. S. Petersen, president of the 
Standard Oil Co. of California, who will discuss “Western 
Influence on the National Economy”; Almon E. Roth, presi- 
dent of the San Francisco Employers Council, who will 
speak on “Current Trends in Industrial Relations,” along 
with Professor Robert Gray of the California Institute of 
Technology; Dr. Clifford Maser of Oregon State University, 
whose topic is “Education for Controllership”; J. P. Marge- 
son, Jr., executive vice-president of International Minerals 
and Chemicals Corp., Chicago, who will speak on “The Con- 
troller—Key to Profits’; Dr. H. B. Kirkland, associate 
medical director of the Prudential Insurance Co. of Amer- 
ica, Newark, N. J., who will outline the health hazards which 
confront top executives; Frank Wallace, partner in McKinsey 
& Co., Chicago, “Gearing the Controller’s Department to a 
Competitive Economy”; Roderic Olzendam, public rela- 
tions counselor of Tacoma, Wash., “We, the People and the 
Annual Report”; Verne Breitenbucher, vice-president in 
charge of sales of the M & M Woodworking Co., Portland, 
“The Controller—Balance Wheel of Management,” and Pro- 
fessor Stanley Surrey of the University of California, who 
will discuss “Current Tax Thoughts.” 

The guest speaker at the annual banquet, to be held 
September 27th; in the St. Francis Hotel, will be Dr. Robert 
L. Johnson, president of Temple University, who will dis- 
cuss the work of the Hoover Commission, on which he 
served. Dr. Johnson is chairman of the Citizens Committee 
for Reorganization of the Executive Branch of the Govern- 
ment, formed for the purpose of securing adoption of the 
Commission’s recommendation. K. Y. Siddall, president of 
the Institute and comptroller of Procter & Gamble Co., Cin- 
cinnati, will preside at the banquet. 

In addition to the general discussions, a dozen or more 
industry conferences will be staged, at which controllers 
from particular lines of business may discuss problems 
peculiar to their respective industries. These will be held 
in the St. Francis Hotel on the morning of September 28th. 
All general sessions will be held in the nearby Curran 
Theatre. 

The annual business meeting and election of officers will 
take place on Monday morning, September 26th. The only 
scheduled event on Sunday, September 25th, will be a re- 
ception in the Colonial Room of the St. Francis, to begin 
at 4:00 p.m. An informal dinner dance will be held on 
Monday evening, in the Hotel Mark Hopkins. 

Officers and directors of the Institute will preside at the 
various sessions and luncheons. They include: Christian E. 
Jarchow, chairman of the board of the Institute, who is 
vice-president and comptroller of the International Harvester 
Co., Chicago; Edwin W. Burbott, president of the Con- 
trollership Foundation, Inc., research arm of the Institute, 
who is vice-chairman of the board of the A. B. Dick Co.. 
Chicago; H. P. Buetow, treasurer of the Minnesota Mining & 


Manufacturing Co., St. Paul; Thomas W. Bryant, gener, 
controller of The Cuneo Press, Chicago; Walter B. Geroyl 
secretary and controller of A. G. Spalding & Brothers, Ine 
Chicopee, Mass., and Keith Powlison, controller of th 
Armstrong Cork Co., Lancaster, Pa. H. R. Lange of Cute, 
Laboratories, Berkeley, is vice-chairman of the executiye 
committee for the event, aiding Mr. Cass. 


TSA Elects Anna Rathjen To Presidency 

At a recent meeting of the Transcription Supervisoy; 
Association of New York, Miss Anna Rathjen, chief clerk o 
Cornell & Underhill, Inc., Hoboken, N. J., and a director oj 
the Newark chapter of the National Office Management As. 
sociation, was elected as president for 1950. 


Anna Rathjen 


Other officers elected are: Carina Meyers, American Steel } 


& Wire Co., 1st vice-president; Maude Curry, Columbia 
Engineering Corp., 2nd vice-president; Margaret Turncliff, 
Otis Elevator Co., recording secretary; Margaret Jones, 
Campbell, Brumbaugh & Free, corresponding secretary; and 
Rose Brown, U. S. Life, treasurer. 

President Rathjen, in collaboration with the extension 
service of Cornell University, is planning a course of lec- 
tures to be given at the Association’s monthly dinner meet- 
ings throughout the year. There will also be made available 
to members, by means of special classes, a course of study 
on “Techniques of Supervision,” which will be given by 
Kemp Hoff, in charge of business education of the State of 
New York. 


Office Executives To Hold Forums 

The Office Executives Association of New York will 
hold forums at the National Business Show in October to 
promote the free exchange of ideas on office methods, pro- 
cedures and management, Elmer L. Helm of the Shell Oil 
Co. and president of O. E. A., announced recently. 

In addition to holding these forums, Mr. Helm said, the 
O. E. A. will cooperate with the management of the National 
Business Show to help make this 41st New York Business 
Show the most interesting one ever held. Up to the present 
time, the National Business Show has been under the exclu- 
sive management of its president, Frank E. Tupper. Mr. 
Helm stated that much of the exhibit space has already 
been assigned to manufacturers in the office equipment in- 
dustry and that this year’s show should prove unusually 
helpful to executives who are trying to find better ways to 
cut operating costs and improve working conditions. 

The Office Executives Association is the New York chap- 
ter of the National Office Management Association. The 
latter organization was established in 1919 as a nonprofit in- 
stitution devoted to the improvement of modern office opet- 
ations and to the solution of the many problems of methods, 


procedures, personnel layout and equipment which con- 
stantly present themselves to the office executive, Mr. Helm 
explained. Therefore, the O. E. A. is making a natural move 
to tie in with the National Business Show for a long-range 
planning to better aid the business executive. 

(To page 78) 
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During the first 6 months of 1949 
| Coles sales to dealers throughout 
the U.S. set anew all-time record ! 


Cole dealers have increased 
their sales and opened many new 
house aceounts in gpite of the 
down swing in business. 


We can help you do the same. 
Write today and you will hear 
from us by return mail. 


COLE STEEL EQUIPMENT CO., NEW YORK 17, N. Y. 
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STORAGE AND WARDROBE CABINETS — Solidly built of heavy gauge furniture steel. 
Reinforced doors have 2-way locking device, controlled by parancentric lock. Olive green 
or Cole gray crinkle finish. 

No. 760 Storage Cabinet, 4 adjustable shelves 76” high, 36” wide, 18%” deep. $59.00 


No. 760R Wardrobe Cabinet, chrome coat rod 76” high, 36” wide, 18%” deep. 57.50 
No. 760C Combination wardrobe & storage cabinet 76” high, 36” wide, 184%” deep.. 63.50 


AeRen none 


BLUEPRINT CABINET—Drawers on ball. 
bearing rollers. Green or Gray. 
No. 4030: 5 drawers $86.95; Base, $14 
Inside drawers: 37” w, 25” d, 2Y%," b 
Cabinet size: 40” w, 28” d, 15%,” 
No. 4332: 5 drawers... $124.95 
Inside drawers: 43” w, 32” d, 2%" b 
Cabinet size: 46%" w, 35%” d, 15%," 
LARGER SIZE AVAILABLE, 


PORTABLE “JUNIOR” FILE — Desk 
height for both hanging or regular fold- 
ers. Lock and 2 keys. 3042” high, 24” 
deep. Olive green or Cole gray finish. 
No. 2654—Lletter Size $20.00 


ee 


STEEL CARD CABINET (1500 Capacity) 


Green or 
STEEL CARD BOX —A beautifully No. Card Height Width Gray 
streamlined steel tickler box for 3x5 C335 3x5 5%” 6%” $2.90 
Index Cards. 300 card capacity. Olive C346 4x66” = 7Q” 3.90 
green or Cole gray finish. C358 «5x8 =7%%"” 9%” 4.90 
No. C35 $1.25 C369 6x9 8%” 10%” 6.90 


PRICES SLIGHTLY HIGHER IN ZONES 
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STEEL CARD CABINET (3000 Capacity) 

Green or 
No. Card Height Width Gray 
C3352 3x5 5%” 12-5/16” $5.15 
C3462 4x6 64,” 14-7/16" 5.90 
C3582 5x8 7%," 18%" 8.15 
C3692 6x9 BY,” 20%” 10.15 
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STEEL SAFE—With a Yale 3-wheel screw 
wedge combination lock and locking 
bolts. 30%” high, 14%” wide, 28%" 
deep. Olive green or Cole gray. 

No. 2906 $49.50 
Same as above with adjustable shelf 
instead of 2 Vault Boxes. No. 2900 $49.50 


Walnut or Mahogany $9.00 additional. 


COMSINATION CABINET — Top is a 
safety, lock compartment. Bottom is a 
letter size ‘‘Air-Flo"’ suspension file. 
Size 30,” high, 14%,” wide, 28%” 
deep. Olive green or Cole gray. 

No. 5002 $37.95 
Walnut or Mahogany $9.00 additional. 


PORTABLE DESK FILE — Desk height; 
top slides closed; has lock and key; 
rolls on castors. Green or gray finish. 
No, 854—Letter Size $36.95 
No. 858—Legal Size $44.95 


CHROME ARMCHAIR—Upholstered in 
vinyl-coated simulated leather. Triple- 
plated chrome finish. 31” high, 21” 
wide, 22” deep. Choice of colors. 

No. 4000 $39.00 


2 ; 


4-DRAWER “AIR-FLO” FILE — With 
ball-bearing cradle suspension for 
smooth operation. Green or gray. 
Letter Size No. 1004 $59.60 
14%” w, 51%” h, 28%” d 
Legal Size No. 8004 $68.40 
17%," w, 51%” h, 285%" d 
Automatic lock $11.00 additional 
Walnut or Mahogany finish-add $15.00 


oe 


TYPEWRITER TASLE — All steel table. 
Linoleum top with fine aluminum edging. 
Green or gray finish. 253%,” high, 29%” 
wide, 15,” deep. 


No. 755 $15.00 


BANKER'’S NOTE FILE—With improved 
Compressor. 5%” high, 11%” wide, 
15%" deep. Green or gray finish. 


No. C40—with flat key lock 
No. C40Y—with Yale lock 


$15.00 
$18.50 


FREE CUTS OR PHOTOGRAPHS OF ALL 


COL 


pry 


STEEL SECURITY BOX — Combination 
lock. 16” x 12” x 7%”. Cole gray 
crinkle finish. No. C1505 — $13.50 
Same as above with Yale lock— 

No. 1505Y . $14.50 


285 Madiseg Avenue, 


STEEL SECURITY BOX — Sturdy lock 
with two keys. 11%” x 7%" x 4%”. 
Green crinkle finish. No. C180... $5.50 
Same as above with Yale lock— 

No. 180Y $9.00 


COLE PRODUCTS ARE AVAILABLE ON REQUEST 


STEEL EQUIPMENT COMPANY 


New York 17 » NA 
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The “SECRETARY’’ 


The most efficient office cabinet made. Designed to keep all your them e 


: . office records and supplies neat and compact right at your finger- 
pl tips. Made of heavy gauge steel. Equipped with a storage com- 
"a partment containing 2 adjustable shelves under lock and key, two 
letter size drawers which glide smoothly on roller bearings and 
four card file drawers for 4 x 6 cards. 6000 card capacity. 
37 ¥2” high, 30” wide, 17%” deep. Olive Green or Cole Gray. 


The sensational All- - tn - One Filing “a 


pee A. Bis. baie i 


only 


$3. Q3 


No. 470 


Cabinet with locks on 
both letter size drawers. 
No. 470LL $43.95 


ON YOUR FLOOR 
AND IN YOUR WINDOW 


Prices 20% higher in Denver and West of Rockies. 
FREE PHOTO OR CUT OF ABOVE ITEM ON REQUEST 


COL Steet E Qe TP MENT COMPANY 


285 _— > — _ New York 17, New York — 
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Dictaphone Corp's 
model TMT. 


TOOLS OF THE OFFICE 


No. 9 in a series covering available types of office machines and equipment. 


Dictating 


Machines 


Air King Products Co., Inc., 170 53rd St., Brooklyn 32, N. Y. 
Portable Wire Recorder Model A-725 
@ Measures 1334” long, 12” wide, and 9” high. Weighs 211 


lbs. Complete with amplifier; records direct from radio, 
phonograph, or telephone. Automatic shut-off at end of 
play or rewind of wire; crystal mike for hand, table, or 


Air King's No. A-725. 


stand. Rewind speed: 6 times forward speed. Erases auto- 
matically when recording over used wire. Safety lock pre- 
vents accidental erasure. Covered in leatherette; one-piece 
chassis; luggage type carrying case 5” Alnico VPM speaker. 
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Brush Development Co., 3405 Perkins Ave., Cleveland 
Mail-A-Voive Dictating Machine 
@ A magnetic model, claimed to be the lowest cost com- 


plete equipment of its kind, and also one of lowest operating 
cost. With it, recordings are made on a plastic disc which 
can be renewed with simple magnet-eraser in three seconds 
and re-used 1,000 times. Available with two-ounce earphone 
for typist’s use. Portable, it weighs only twelve pounds and 
has carrying case. 

(Turn to Next Page) 


Brush Development Co.'s Mail-A-Voice. 
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Dictating 


Machines 


Dictaphone Corp., 420 Lexington Ave., New York 17 
Model TMT 

@ Dimensions are 412” x 942” x 1244”; weighs 20 lbs. The 
finish is a gray taupe and blends in extremely well with 
any type of office decorative scheme. 

Basic dictating machine comes in two models, one of 
which is designed and equipped to handle the recording of 
telephone conversations. This model records at the flick 
of a switch, both ends of a telephone conversation as au- 
thorized by the Federal Communications Commission. When 
this machine is in operation, it is necessary to also use a 
telephone connection box which emits an audible “beep” 
at intervals from 15 to 17 seconds, thereby giving notice to 
the party at the other end that his voice is being recorded. 
The machine uses as its recording medium a flexible plastic 
Memobelt which holds 15 minutes of dictation. Maker claims: 
“These belts are designed to be completely expendable, and 
the per letter cost of the belt itself is less than that of the 
paper on which the letter is typed or the carbon paper which 
is used. The belts can be nested one within the other for 
easy storage space and five of them can be mailed in a 
small-size business envelop anywhere in the country for only 
3 cents.” The price is $375. Delivery immediate. 


Thomas A. Edison, Inc., West Orange, N. J. 
Disc Edison Voicewriier 


@ Ediphone Division’s newest dictating machine. Its 7” 
vinylite plastic disc records 30 minutes of dictation and is 
light enough to mail for 3 cents. The discs can be erased 
by spinning at high temperatures. A special erasing service 
is to be offered users so that the cost of discs will average 
only 6 cents. Diction control, “Ear-Tuned Jewel-Action,” is 
accomplished by a special electronic circuit that makes the 
speaker’s voice more understandable. 

To protect the dictator against “dry runs” an all purpose 
warning light blinks if no disc is in the Voicewriter, if the 
cover is not down so that the disc is firmly held, or if the 
instrument is not set on dictation. An accurate locating 
pointer enables the dictator to find his place quickly and 
makes for exact spacing between letters to avoid waste or 
overlapping. A patented motor-rectifier-control system in 
the instrument operates a constant current motor permitting 
operation on AC or DC. Careful selection of revolutions per 
minute, grooves per inch, record size and other factors give 


Ediphone Div. of Thomas A. Edison Co. 
Model 88000, Disc Voicewriter. 


uniform recording from the outside to the inside of the disc. 
Complete enclosure of the recording parts protect them 
against dust at all times while exposed controls allow dicta- 
tion without lifting cover. A small blower draws cooling 
air from the outside around the amplifier tubes to keep 
vital parts running at the low temperatures that prolong 
the life of the instrument. 
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————— 


A companion piece, the Disc Edison Secretarial Instry- 
ment, provides wide range variable speed control and ip- 
stantaneous start and stop. It will backspace accurately 
4 to 10 words at a time. : 
Telephone Recorder, Model 88000 

A modification of the Disc Edison Voicewriter for com- 
bined used in dictation and telephone recording. 

Similar in most respects to the regular Disc Edison Voice- 
writer for office dictation, the model 88000 instrument con- 
tains a built-in selector switch for choice of either Telephone 
or Microphone recording. A signal light indicates the service 
selected. The instrument comes equipped with an extension 
cord and special plug for connection to the Telephone Com- 
pany’s recorder connector. No other wiring or installation 
work is required as the Disc Edison Voicewriter supplies 
the power and switching means for controlling the recordey 
connector. 


The Gray Manufacturing Co., Hartford, Conn. 
Audograph 


@ Dimensions: 912” square, 6” tall. Weighs 16 lbs. Cast 
aluminum case; rugged design. Gray wrinkle finish. Three 
models available: (a) The Executive which is the dictation 


The Gray Audograph. 


machine; (b) the Secretarial (transcriber), and (c) the 
Master Model (combination dictation-transcription unit). 
Single lever control and dial place-finding, enable user to 
go from record to listen instantaneously and dial to previous 
dictation on a radio. Synchro-drive rollers move record. No 
turntable, no arms, yet records on paper-thin plastic discs. 
Will operate in any position—even upside down. Record 
capacity up to 62 minutes on one disc. Discs may be resur- 
faced up to 50 times. Electromatic index is illuminated with 
red and green lights on Secretarial model clearly indicating 
corrections and ends of letters. Says Gray: “The only dictat- 
ing instrument using 62 minute discs. The only disc recorder 
with constant groove-speed assuring uniform quality of 
reproduction everywhere on record. The smallest (9!2” 
square) and lightest (16 lbs.) instrument made, extremely 
portable.” Immediate delivery. Prices, including Federal 
Excise Taxes: (a) The Executive, $318.57; (b) the Secre- 
tarial, $293.71; (c) the Master, $356.77. 


Miles Reproducer Co., Inc., 812 Broadway, New York 3 
Recordall ‘ 
@ Dimensions: 7” high, 8” deep, and 14” long. Weight, 15 


Ibs. Sound recorder for recording of conferences, inter- 
(Turn to Page 58) 
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GRAY 
AUDOGRAPH 


SALUTES 


OFFICE 
MANAGEMENT 


and Equipment 


On the opening of 
their new offices 


SN 


An outstanding 
achievement in layout, 
lighting, decoration 


and equipment. 


AND WE ARE PROUD 
TO REPORT 
that as in 
an increasing number 
of modern offices 


throughout the country 


GRAY 


AUDOGRAPH 


| IS INCLUDED AMONG 


THE ESSENTIAL EQUIPMENT 
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abd HUNDREDS of HOURS FOR ME 
"THOUSANDS of DOLLARS. FOR MY BOSS!” 


A wondertul change has rokeae ppg OR 


place in our office since the day 
we did away with old-fashioned, | 
time consuming 


ing. Instead of spending a third 


book in hand, “taking dictation 
See couness Cee 
more valuable assistance . 

executive assistance . 

Boss dictates to his Abaaiiaielill 
But that’s only one 


win aa he the av 
power of AUDOGRAPH’S exclusi 
combination of benefits and 
vantages can do in your busines: 
Call AUDOGRAPH, your city f 
obligation 


-—-- eee eee e ee eeene 


shorthand and _— 
adopted AUDOGRAPH Soundwrit- © 
and conferences and saves half the 


' dictation, ‘instructions and reports, 


records both ends of the Boss’ 


important telephone conversations, 
takes down every word at meetings 


time and manpower in taking in- 


: graph is so light and compact, the 


_ uses it on tr 
nes and even in his car . 


me 
the unbreakable “ale - 


1 HERE ARE A FEW OF AUDOGRAPH'S 


.. ! EXCLUSIVE ADVANTAGES at ee 
es we DUAL-JEWEL REPRODUCTION — Superb 
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m tone quality, bell-like clarity. 
MATCHED PORTABILITY | Wei 
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GRAY MANUFAC TURING COMPANY 
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Dictating 


Machines 


(From Page 56) 


views, reports, hearings, inventories, dictation, and two-way 
telephone conversations. Recordings are indexed, and may 


be mailed, stored or filed for future playback. Manufac- 
turer says, “Recordin§s cost only 2!2 cents per hour.” 


The Recordall of Miles Reproducer Co. 


Equipped with foot control for start and stop also retrace. 
Recordall is designed for operation from 117 Volt AC lines 
and can operate from 117 Volt DC by the addition of a 
Miles inverter which weighs 2 lbs. Speed of Recordall can 
be slowed down to suit typist’s skill. Recording agent is 
called the Sonaband, endless plastic belt measuring 3%” x 
11”. There is a special mailer for the Sonaband which fits 
standard U. S. Postal slot and goes by first-class mail for 5 
cents, or by Airmail for 12 cents. A mailer holds up to 6 
Sonabands. Warning light signal flashes when Sonaband is 
near end. Sonaband can be turned inside out for re-use. 
Volume control. 


Peirce Wire Recorder Corp., 1328 Sherman Ave., Evans- 
ton, Ill. 
Dictation System, Three Models 


@ Dimensions: 1034” high, 12” wide, 9” deep Models are: 
No. 260 Master Machine, a complete dictation system in 
one machine; Model 265 Dictator, and Model 270 Transcriber. 
All steel case. Brown and gray hammerloid lacquer. Alumi- 
num die casting used excusively to guarantee high quality 
and precision assembly. Recordings are made magnetically 
on .004” dia. stainless steel wire. Wire can be used indefini- 
nitely because the recording can be erased or cleaned off 
the wire. Push-button control enables ease of operation. 
Will operate from 105 to 125 volts, 50-60 cycles alternating 
current at 100 watts Recording wire can be used indefinitely 
without deterioration or replacement. Cartridge houses the 


spools of recording wire enabling operator to immediately 
attach or remove cartridge from the machine. 
Delivery 30 days. 


Light weight 
provides portability. 


RIGHT: 
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LEFT: No. 265 of Peirce 
Wire Recorder Co. 


Corp.'s unit. 
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es 


Mark Simpson Mfg. Co., 32-28 49th St., Long Island City 
N. Y 


Magnetic Tape Recorders 

@ Model 375 is 1934” x 1678” =x 1014” high. Weight 46 lbs 
Gives one hour of tape recording on a single track, Track 
is 1200 feet of plastic tape. One control knob to operat: 


The tape recorder unit by Mark Simpson Mfg. Co. 


self-erasing; automatic kick-off; recording level indicator: 
tone and volume control. Constant tape speed permits edit- 
ing. Tape may be used over and over again. Old recordings 
erased as new ones are being made Tape recordings may 
be stored indefinitely without particular care. Not recom- 
mended expressly for secretarial dictation. Suitable for sales 
training, employee indoctrination, etc. Price, $189.50. Other 
models. 


The SoundScriber Corp.. 146 Munson St., New Haven 4, 
Conn. 

SoundScriber Executive Recorder 
@ Dimensions: 1014” x 12” x 84”. Has grained walnut 
cabinet; hand rubbed, polished surface of cabinet, designed 
to complement every type and style of office furniture. Ex- 
clusive 2-arm system, one for recording, one for playback for 
maximum versatility; exclusive direct gear drive, sealed in 
oil; exclusive hard surface turntable. Electrical drive sys- 
tem with high-speed starting motor. Instant acting electronic 
amplifier; sound groove embossed on green Vinylite plastic 
disc. Secretarial transcriber equipped for playback, start and 
stop action. Transcription secretary offers a wide choice of 
listening devices. 

Maker claims that in one large installation Soundscriber 
was found to increase capacity of secretaries 25 percent 
over and above that with shorthand dictation. 


Soundscriber 
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webster-Chicago Corp., 5610 Bloomingdale Ave., Chicago 
9 


sede 18 Dictation Wire Recorder 

@ Dimensions: 11” x 11°35” x 5°53”; weighs less than 20 lbs. 
All metal construction. Business machine gray finish. Mag- 
netic recording. Provides low-cost dictation, and is particu- 
larly well s uited for professional men such as lawyers, doc- 
iors, as Well as by clergymen, salesmen, and small offices. 
Easy to handle magnetic wire may be used over and over 
wain. It is erased simply by recording over the same wire. 
Provides for recordings of up to one hour. One unit for 
wth dictation and transcribing. Foot control starts and stops 
the Model 18, and permits hands to be free for telephone, 
typewriter, or correspondence. Maker says: “This is the 
frst really low-cost dictation instrument. Small and com- 
sact, can be used either in the home or in the office for 
general dictation, report transcribing, or recording meetings, 
yehearsal talks. Economical operation. Compact, easily 
portable. Price $135 complete; west of the Rockies, $137. 


Webster Chicago Corp.'s model No. 18 


Clerical 


Posture Chairs 


Artility Metal Products, Inc., Elkhart, Ind. 

Air-Float Posture Chair, No. 376A.F. 

@ Has new swiveling mechanism, which permits the chang- 
ing of seat height quickly and without the aid of tools. Seat 
is cushioned with foam rubber and has a large form fitting 


Artility Metal Products’ Air Float Posture Chair 


back rest, designed so that there is no elbow interference. 
The chair is completely adjustable, both as concerns seat 
height and the positioning of the back rest and all such 
changes and adjustments are made without the aid of tools. 
Built of metal; finished in variety of popular colors and 
available in a wide choice of upholstery fabrics, including 
plastic coated simulated leather and cloth fabrics. 
Shipments 10 days to 2 weeks after receipt of order. 


Art Metal Construction Co., Jamestown, N. Y. 

Clerical Posture Chair No. 707A 

® Dimensions: Width of seat, 1814”; depth of seat, 1512”; 
width of back, 1414”; height of back, 1114”; height of back 
from seat, 15” min. 1634” max.; height of seat from floor, 
1612” min., 1912” max. Base and legs are formed of high- 
strength sheet aluminum alloy; frames of drawn aluminum 
alloy tubing. Upholstery cushioned with 34” thick foam 
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latex covered with perforated, plastic-coated fabric available 
in green, red or brown. Hand rubbed satin aluminum finish, 
heat treated, anodized and sprayed with clear baking var- 
nish to retain natural appearance and to resist abrasion and 
wear or the smudging and discoloration of shoes, fabrics or 
other materials. Chairs are also offered in Art Metal 696 
grey, and may be obtained in walnut or mahogany at a small 
extra charge. “Live Action” back is automatically adjust- 
able to follow and support every movement of the user’s 
body: forward and back or from side to side. Manufacturer’s 
claim: The Art Metal No. 707A Clerical Posture Chair is the 
only metal chair having the exclusive Tilt Action seat. This 
seat allows the feet to remain comfortably at rest on the 
floor while the user is completely relaxed in reclining posi- 
tion. The forward edge of the seat rises only 12” thereby 


Model 707A, of Art Metal Construction Co. 


eliminating the circulation-strangling upward thrust against 
the thighs experienced in other chairs where the forward edge 
of the seat hoists the feet off the floor while rising approxi- 
mately 3”. Delivery within 30 days. 

(Turn to next page) 
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Clerical 


Posture Chairs 


(From preceding page) 


Art Steel Sales Co., Inc., 170 W. 233rd St., Bronx, N. Y. 
No. 101 Clerical Posture Chair 
@ Upholstered in special machine buff leather. Colors red. 


brown, green, and maroon. Made in maple or birch, finished 
in walnut. Improved contro] mechanism. Four adjustments. 
Noiseless casters. Weight 33 lbs. 


Burroughs Adding Machine Co., Detroit 32, Mich. 
Burroughs Chair No. 1 

@ Dimensions: Adjustable height of seat, 1742” to 212”; 
seat, 15” x 17”; back rest, 8” x 14”. One piece aluminum 
castings; Stainless steel scuff plates; foam rubber cushions 
upholstered in brown, red or green; Vinylite plastic coated 
cloth. Finishes: Three coats of enamel baked at high tem- 
peratures; polished stainless steel. Seat, back and frame in 
one piece aluminum castings. Greater security because of 
wider spider base with a low center of gravity and load dis- 
tribution. Self-lubricating swivel and ball bearing casters. 
Large, form-fitting seat. Five separate adjustments to ail 
normal postures: Height; angle of back rest frame to chair: 
height of back rest cushion; angle of back rest cushion; ten- 
sion of back rest spring. Available. 


Cramer Posture Chair Co., Kansas City 6, Mo. 
No. 22-A Alumin-Ease Stenographic Posture Chair 
@ Seat size, 1742” wide, 14” deep. Back size, 13” x 8”. Alumi- 


num construction. Available in fabrics or artificial leather— 
in many colors. Natural satin aluminum—baked enamel, 
grey, green, or brown. Five component parts; base, spindle. 
seat, assembly, upright, and back assembly. Manufacturer 
says: “We pride ourselves on the fact there are only two 
things to wear out on Cramer chairs—caster wheels and 
covers (both of which are replaceable).” Three minute 
handwheel adjustments for height of seat, depth of seat, and 
height of back. No tools required. 


The Fritz Cross Co., St. Paul 1, Minn. 
No. 655 Posture Chair 
@ One of this company’s new 600 line. Available in ali 


types of leatherettes, fabrics and genuine leathers. Olive 
green, flat walnut, flat mahogany or grey finish. One-piece 
aluminum base-polished kicker plates. Quick, easy and 
positive adjustments for correct posture to fit any indi- 
vidual. Wide price range; delivery on standard models 
within 2 weeks. 
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Below: No. 655 chair of Fritz Cross Co. 


Bottom left: No. | chair of Burroughs 
Adding Machcine Co. 


Bottom center: Art Steel Sales Corp.'s No. 10j 


Bottom right: Cramer Posture Chair's No. 22-A, 
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Posture Chairs 


a 
a Clerical 
O. 
jhs 
10; 
22-A. 
{ 
) 
Above: General Fireproofing Co. 2123. 
- } Top left: Dependable Mfg. Co. No. 617 Tru-Posture. 
s 
Top center: Domore Chair Co.'s Postur-Matic. 
Top right: Engineering Mfg. Co.'s 8220. 


Dependable Mfg. Co., Omaha 2, Neb. 
No. 617 Tru-Posture Chair 
@ Dimensions: Adjustable from 17” to 24”. Materials: Up- 


holstered-Vynal coated fabric. Baked enamel grey, green or 
brown finish. Instant adjustment. Immediate delivery. 


Domore Chair Co., Elkhart, Ind. 

Postur-Matic 

@ Air ducts in both seat and back permit circulation of air, 
thus providing constant ventilation. 

The Postur-Matic seat is cushioned with live rubber and 
scientifically sectioned to warn automatically of faulty pos- 
ture. The two rear pads support torso weight for restful 
body balance. 

The chair is completely adjustable, both as concerns seat 
height and the positioning of the back rest and as is the 
case with all Domores, the Postur-Matics are carefully fitted 
to the individual by men trained in such work. 


Engineering Manufacturing Co., Sheboygan, Wis. 

No. 8220 Posture Chair 

@ Made in two chair height ranges (X) 1642” to 21”, (Z) 
1812” to 23”, Saddle style seat, size 1542” deep x 1712”. 
General construction features: Tubular legs and backrest 
arm, grey iron castings, ball bearing casters, chair revolves 
on bronze self-lubricating bearings; free floating self-adjust- 
ing hardwood backrest; hardwood seat; positive height ad- 
justment. New 4-arm reinforced grey iron seat castings. 
New bronze self-lubricating bearings. Seat height adjust- 
ment 419” in 34” steps. Adjustment range of backrest 2” up 
or down. Extra 1142” depth adjustment for backrest. Olive 
green finish. Price: eastern, $27.50; western, $28.75. Delivery: 
2 weeks. 


No. 8222 
@ Same construction as No. 8220, but has round dished seat 
1514” diameter. Price: eastern, $25; western, $26.25. 


General Fireproofing Co., Youngstown, Ohio 

No. 2123 Goodform Aiuminum Adjustable Chair 

@ Dimensions: Width of seats, 155s”; depth of seat, 141%”; 
width of base, 2415”; height of back from seat, 12” to 151%”; 
height of seat from floor, 17%” to 201,”. Materials: alumi- 
num, steel, foam rubber, and a large variety of covering ma- 
terials. Finish: Satin aluminum. 


(Turn to next page) 
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. - e 
‘ Clerical Posture Chairs - 
is The 
With five adjustments and shaped seat and back cushioned No. 
with foam rubber, designed to provide practical working o8 
comfort for secretaries and clerical workers. 8 
One of the 6 completely adjustable office chairs manufac- 
tured by The General Fireproofing Co., each of which is de- 
signed to meet particular job requirements and can be fitted 
to any individual from the stenographer to the top executive. 
Price: Zone 1, $42. Immediate delivery. 
W. H. Gunlocke Chair Co., Wayland, N. Y. 
The No. 588P Clerical Adjustable Chair 
@ Width of seat 1712”, sitting depth 1512”, height of back 
adjustable from 1712” to 19”. Made in a choice of walnut, 
birch and quartered white oak. Upholstery covering is 
rape 
Harter Corp.'s model E-I5R 
Jasper Chair Co., Jasper, Ind. 
Model 221 
@ Seat size is 1634” x 15”. Chair is made in quartered oak, 
light oak, or school brown finish, and in birch or maple wood, b 
finished in walnut or mahogany. Pressed steel iron, back 4 


equipped with Jasper’s new spring back which gives flexi- 
bility in any position. Back upholstered in leather over 3,” 
foam rubber. Seat upholstered in leather over two layers 
of Nukraft topped with %4” foam rubber. Shipped in a car- 
ton, and weighs 38 lbs. Casters are 15s” ball-bearing. 

Delivery: Immediate. ’ 


Jasper Seating Co., Jasper, Ind. 3 
Model 46LR Chair 
No. 588-P of W. H. Gunlocke Chair Co. @ Made either of birch or oak. When birch, finished either | 
in mahogany or walnut; when oak, can be finished in a light 
steerhide leather. Offered in both regular and special fin- oak, wits darker shade of golden oak. Has a revolving chair 
ished, designed for every office interior. Distinguished by iron which also tilts backward. P 
formed saddle seat which forming is secured in the uphol- d 
stery to secure even weight distribution of the user, with Jasper Seating Co.'s chair 46 LR 


consequent maximum comfort. The back has a broad area 
of support for the user’s back, and the several vertical cush- 
ions that give support without undue pressure. Four ad- 
justments, all made by hand, fit the chair to any individual, 
permitting support for both the upright working position 
and relaxed position. Immediately available. 


Harter Corp., Sturgis, Mich. 
No. E-15R Posture Chair 


@ Seat 16” wide, 1442” deep, 312” thick. Height adjustable 
q from 17” to 21”. Back 1312” wide, 742” deep, and 1” thick. 
Weight, 27 lbs. Adjustable backward, forward through 10” 
range, up-down through 234” range. Padded with soft foam 
rubber. Chair base is 114” cold-rolled, round steel tubing. 
Arc-welded construction. Casters are 2”, ball-bearing, soft 
rubber tread. Upholstery: plastic coated fabrics, mohair 
fabrics, or leather—each available in green. maroon, or 
brown. Baked enamel finish gray, green, or brown. 
Harter E32 R Posture Chair 
Dimensions slightly different than E-15R; seat is 234” thick. 
Upholstery and base finish same as E-15R. Weight 25 lbs. 
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Clerical 


Posture Chairs 


a 


the B. L. Marble Chair Co., Bedford, Ohio 

No. 5812 Stenographic Posture Chair 

@ Height ot back from seat, adjustable from 17” to 19”. Sit- 
sng depth 1542”; width of seat 1742”. Made in walnut, 


B. L. Marble Co.'s 58!/, 


birch, mahogany, Marblecote, or oak. Formed foam rubber 
filling material in the back and seat, plus non-breakable 


TOOLS OF THE OFFICE—1949 SERIES 

January, No. |—Office safes, check handling machines, 
executive chairs. 

February, No. 2—Typewriters, copy-holders, time record- 
ers, wardrobes and lockers. 

March, No. 3—Mail room equipment. 

April, No. 4—Air circulators, fans, air conditioning installa- 
tions, water coolers. 

May, No. 5—Microfilm equipment, visible index units. 

June, No. 6—Stapler, pencil sharpeners, shelving, storage 
equipment. 

July, No. 7—Bookkeeping, accounting, and payroll machines 
& systems, and floor coverings. 

August, No. 
machines. 


8—Intercommunication devices, numbering 

September, No. 9—Dictating machines, posture chairs. 

October, No. 10—Desk lamps, other portable lighting units, 
office lighting fixtures. 

November, No. 11!—Duplicating & photocopying machines, 
file cabinets, transfer files. 

December, No. 12—Adding & calculating machines, execu- 
tives desks. 


Tenite base foot protectors. Seat and back are fully ad- 
justable. 
No. 652” AF 

Height of back from seat, adjustable from 13” to 15”; sit- 
ting depth, 14” width of seat at front, 17”. Available in 
walnut, birch walnut, birch mahogany Marblecote or oak. 
Molded foam rubber cushion in seat and back conforms to 

(Turn to next page) 


comfortable 


CHAIRS. 


You'll be 


efficiency. 


requirements, 


—ask 
your 
Murphy 
Dealer, 


or 


write for 


details 


Your Office Queens 


will stick to their desks when they use 
MURPH-EASE STENO 
surprised how 
these chairs will step up your office 
No more lounging in the 


rest room to relieve an aching back. 


Smoothly rounded front rail prevents 
pressure at the back of the knees... 
FIVE adjustments of spring tension, 
seat and back height provides firm, 


gentle support to individual comfort 


MURPHY CHAIRS 


NO. 227 POSTURE CHAIR 


W eod—Pecan, Walnut or Mahogany fin- 
ish; Oak, Light Oak or Brown Oak fin- 
ish, Seat 174," x 14°44 "—Height of back 
adjustable 16” to 18°—Weight 37 Ibs. 


ON TOP OF THE WORLD 


Y Murphy Gair @mpany 


SINCE 1872 OWENSBORO, KY. 
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Clerical 


Posture Chairs 


the contours of the body and provides firm support. Spring- 
controlled tilting back is fully adjustable to fit the user’s 
individual size and height. Top of seat is covered in Bedford 
Cord fabric to preserve softness of the foam rubber. Tenite 
scuff plates on base feet. 


Metal Office Furniture Co., Grand Rapids, Mich. 

Posture Chairs 

@ Four models in various seat sizes for general office use. 
Two models with arms, designed for junior executives. All 
tension back chairs are equipped with a newly designed 


Metal Office Furniture Co.'s C-70 


two-spring chair iron enclosed in a streamlined housing, giv- 
ing six-point adjustability and convenience. Body of steel, 
finished in a choice of four colors. Upholstered in top grain 
or machine buff leathers, gros point or Bedford cord fabrics, 
or plastic Naugahyde. A wide choice of colors. Prompt 
shipment of all models. 

Illustrated is No. C-70 with chrome plated tubular base. 


Milwaukee Chair Co., 3022 W. Center St., Milwaukee 10, 


Wis. 

Model No. 732W 

@ Dimensions: Height of back 1314” to 1544”; depth of seat 
1514”; width of seat 1634”. Made of quartered white oak, birch 
and solid walnut. Standard or special finishes to match 
principal desk manufacturers. Back rest hinged construc- 
tion which affords proper support to back in any position, 
curved and shaped to conform to the curvature of the 
back assuring correct support. Seat properly saddled to 
make correct posture automatic, shortened to eliminate 
pressure under the knees. Sitting height, tension of back, 
position of back, up and down, backward and forward, can 
easily be adjusted by finger tip operation. List prices are: 
quartered white oak, $48.50; birch, $49.50; birch walnut, 
$53.50. 


Murphy Chair Co., Owensboro, Ky. 

Posture Chair No. 225 

@ Dimensions: Height of back—adjustable 16” to 18”; seat— 
17144” x 14%”. Weight, 33 lbs. 

Pecan and Oak. 

Finish—Walnut and mahogany on pecan; light oak and 
brown oak on oak. 

Posture Chair No. 227 

@ Same as 225, except weight is 37 lbs. 
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Above: No. 73!/2W of Milwaukee Chair Co. 


Below: No. 227, Murphy Chair Co. 


New Indiana Chair Co., Jasper, Ind. 
No. 1408 Clerical Posture Chair 


@ Width of seats, 1642”; depth of seat, 14”; height of back 
from seat, 13” to 1512”; height of seat from floor, 1742” to 
2034”; spread of base 2414”. Casters are 15” ball bearing. 
Rubber bumper. Flexible spring action, adjustable back. 
Equipped with a chair control that has five adjustments for 
posture control. These adjustments give correct seating 


height, back support postitioning for any shape of individ- | 


ual, in and out adjustments for back rest, spring tension con- 
trol of seat tilt and back support and correct angling of back 
tilt. Chair is also equipped with the new Indiana Chair 


Comfront seat which has the correct front angle to eliminate | 


any pressure under the knees. Available with upholstered 
seat and back in leather, Durasol plastic coated fabric, 
heavy frieze. 


September, 194 
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New Indiana Chair Co.'s No. 1408 


Riteform Chair Co., Inc., 43 South Oxford St., St. Paul, Minn. 
Model 225 Posture Chair 

@ Features bonded foam rubber seat, 1642”; height adjust- 
ment of 16 x 20”; back rest 13 x 8” which adjusts 3” up and 
down; aluminum molded base with spring back; polished 
bright scuff plates; frames of grey, green, brown, baked 
enamel; casters 2” wheel, baill bearing; shipping weight of 
27 pounds; comes in either fabric of grey, green, wine, or 
brown, or in plastic leather, friezes, genuine leather. Com- 
pany also has model 125 with 5 posture adjustments, as well 
as various other types of chairs, specifically models 120, 127, 
220, 222, and 227. Riteform’s magnesium swivel executive 
and side arm chairs also figure prominently in showings 
about the country. 


Riteform Chair Co.'s No. 225 
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WHY? Because sitting is no occupational hazard for 
this man. Look at his posture—erect but relaxed, 
lungs able to breathe freely, weight evenly distrib- 
uted. Seated all day in the foam rubber, spring- 
cushioned comfort of an individually-adjusted Sturgis 
Posture Chair, he's still going strong at five. He has 
a chair that’s good for him. 


If your chair isn't good for you, it isn't good for your 
job or your business. A demonstration by your Sturgis 
dealer might be worth considering. 


Ever wondered how much bad = 7-7 | atierng im Saal 
sitting might be costing you? ay Ltt Gy 
If you have—or even if you SN 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting”. No 
charge—no_ obligation—just 
good common sense. 


x 


\ : x Fr. 
bg | 
) — 
—/ 
A complete line of executive, stenographic, recep- 


tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME. 


COMPANY. 


TITLE. 


CITY, STATE 


l 
| 
| 
| 
| 
ADDRESS. | 
| 
| 
| 
| 
1 


POSTURE CHAIR CO. 


= hae Sturgis, Michigan a 
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Clerical Posture Chairs 


Shaw-Walker Co., Muskegon, Mich. 

Model 6413 

@ Aluminum with foam rubber seat and back. Finish is 
anodic satin aluminum. Five adjustments enable user to 
fit chair to individual physique. Adjustments easily made 
without use of tools. Price, $42 in eastern zone. 

Delivery: 30 to 60 days. 


[ 


t 


Shaw-Walker's model, No. 6413 


The Sikes Co., 20 Churchill St., Buffalo 7, N. Y. 
2X131V2YL 

@ Chair for use by dictating machine transcribers. Has a 
seat adjustable 17 to 20” from the floor, 1744” wide and 14” 
deep. The maximum height of the back rest from the seat 
is 15”. This may be adjusted downward. The chair is made 
of either birch or oak, upholstered in plastic or leather, 


The Sikes Co.'s No. 1314 YL 


equipped with 2” ball-bearing casters and with the patented 
Sikes posture mechanism. Standard finishes available are: 
walnut or mahogany on birch, regular or Sikestone on oak. 
Sikestone grey to blend with metal office furniture and spe- 
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—— 


cifie matches to various brands of metal office furniture ay 
also available. 

Seat is foam rubber over no-sag springs and is covered jp 
either pierced plastic or pierced leather or fabric. This js 
accomplished by a reversed spring action—the spring has 
its greater tension at the top and its lesser tension in the 
reclining position. Also, as one leans back the back of the 
seat dips to eliminate any tendency to slide forward out of 
the chair. This mechanism is used on all posture chairs oj 
Sikes manufacture. 

Delivered prices can be secured from any Sikes deale; 
Most of their 650 dealers have the chairs in stock. Ship. 
ment can be made from factory within a few days after ye- 
ceipt of order. 


Sturgis Posture Chair Co., Sturgis, Mich. 

No. 972—Glidemaster 

@ This chair features a one-piece molded aluminum bage. 
4-posture control adjustments, plus the autornatic Sturgis 
Follow-Flex backrest mounting. The chair cushion is made 


Sturgis Chair Co., model 972 


from coil springs topped with a thick layer of foam rubber 
which gives not only surface softness, but added inner 
depth of spring so that girls of all sizes are comfortably 
seated. The backrest is of foam rubber. 

Sturgis Posture Chairs are available through office equip- 
ment dealers and in most cases are on hand in the dealers’ 
stores. Chairs are available in many different colors and 
fabrics, plus genuine and imitation leather. Special orders 
can shipped from the factory within thirty days or sooner. 


Taylor Chair Co., Bedford, Ohio 
No. 8850'2 Stenographic Posture Chair 
@ Height of back from seat 14%” to 1612”; sitting depth, 


15”; width of seat at front 1714”; seat adjustment from floor 
16” to 21”. Quartered white oak, mahogany, or walnut 
finish. Has 2” rubberized hair filled seat and back. Back 
is follow-through-pivotal. Four-point adjustability, gen- 
erously proportioned seat. 


Posture Chairs Speed the Work! 
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Posture Chairs 


—___— 


Taylor Chair Co.'s No. 8850!/, 


Wells Office Furniture Co., 725 S. La Salle St., Chicago 5 
Secretarial Posture Chair, No. 127 


@ Dimensions, seat size 1642” x 13”; upholstery is Duran. 
Green, brown, grey and satin finish chrome. Adjustable 
height, adjustable backrest, tilting back with adjustable 
spring tension. Seng Mechanism. Significant feature is that 
the steel legs are individual legs in conjunction with Seng 
Mechanism. Latest distinguishing feature is the 3-height 
adjustable backrest. 
Price $20.75. Immediate delivery. 
No. 327 Posture-Rite 
@ Same dimensions as No. 127, Duran upholstered. Choice 
of brown, grey, red and green. Seng Mechanism; adjustable 
in height; adjustable backrest. 
casters. Padded seat and back. 
Price, $29.40. Delivery immediate. 


Wells Office Furniture Co., No. 127 
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Rigid posture back. Bassick | 


807 807'/2 


YOU'LL LIKE THESE 


Saddle Leather Upholstered 


Economy P am | 
Taylor 


UTILITY CHAIRS 


Comfortable and beautiful office chairs with all of 
the sound and basie values of Taylor Chairs— 
Taylor quality, but merely stripped of extra features. 


SADDLE Leather selection in 
six most wanted colors .. . 
beautiful satin finish, slight 
graining. soft. pliable. 


See these chairs—sit in them. 
You ll find that they give the 
most in comfortable seating 
at a lower price than you 
usually pay for top quality 
merchandise. They are the 
minimum priced Taylor Up- 
holstered Chairs—the utmost 
in upholstered chair building 
for the price paid. 

808 


80712 Revolving Arm Chair 


807 Matching Guest Chair 
808 Side Chair 


The‘Taylor 
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Step No. 9 starts out with the word “Eval- 
uates.” As used here, “evaluates” does not nec- 
essarily mean putting a dollar sign on the stan- 
dard. If you can, you should, but you could spend 
an inordinate amount of money to determine the 
exact dollar value of a known benefit. 

For example, we know that the sun will rise to- 
morrow morning in our area at a given time. That 
is based on some natural standards, and a man- 
made standard time zone. Placing a dollar sign 
on the value of standard time zones is a task that 
would never be completed, but to recognize that 
the value of the zones is greater than the cost does 
not require a genius. To compute the value of a 
standard which would insure that automobile 
bumpers would always meet approaches the im- 
possible but that its value would be greater than 
its cost is not likely to be questioned. I, for one, 
wish that standards could all be evaluated with a 
dollar sign, but like most of the better things, they 
do not lend themselves easily to dollar evaluation. 

The evaluation of standards as used here, then, 
means to indicate the extent of benefit a standard 
will bring, and any offsetting disadvantages. 

The results as shown here are the same as 
brought out earlier at step No. 3, but the preced- 
ing wording is different. In the earlier appraisal 
the phrase was “have possibilities of resulting”; 
here we have “assures himself that it will result.” 


” 


Circulation 

Let us move down to the last action in step No. 
10—‘“Circulate to.” Standards must be sound to 
be used. Standards must be understood to be 
used. This step of “circulation” is incorporated 
for both purposes. Comments and suggestions 
from those who will use the standard will improve 
the standard. The acceptance will be improved if 
the same persons have a part in preparing it. It 
is another phase of consultant supervision. 

You probably have noticed that steps 9 and 10 
are performed apparently by the same person. 
The question probably arises as to why not com- 
bine the steps. Let me say that many of the steps 
can be combined in actual operation. Here the 
only steps that have been combined are those that 
must be. 

In step No. 12, we see two words that may 
cause concern, “approaching unanimity.” This 
is intended to convey the feeling that petty objec- 
tions or bias or prejudice will not stand in the way 
of a standard. It also is intended to convey the 
attitude that as few as one logical, sound objection 
will be considered. Numerical majority alone is 
not the answer. 

Steps Nos. 15 through 18 have to do with the 
maintaining of standards. Item 18, which has to 
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“ages 


Standards to Multiply Office Effectiveness 


(From page 36) 


do with review, is particularly important. That 
first review is to check for “‘bugs”—little items 
that perhaps were overlooked originally. The 
three-year review is important for two reasons, 
First, it seems to be the proper length of time to 
insure some permanence to standards. For plan- 
ning and stability, in other words, every new little 
whim will not change the standard. On the other 
hand, the review is frequent enough to insure that 
major improvements and technique advances can 
be incorporated. It will keep a standard up to 
date. 

We all have “standards,” but habit and experi- 
ence alone lack much of the requirements for a 
true standard—“the one best way.” 

Oliver Sheldon in The Philosophy of Manage- 
ment says: 

“We all like our own way of doing things, and 
this is normally not the best way. We have to 
learn to do things in the best known way, to rely 
upon research in which we ourselves may not 
have shared, to accept what is most efficient in 
preference to what best pleases us or falls in with 
our habits.” 

As we approach the time when all recurrent 
problems are answered by standards, or the recur- 
rent elements of new problems are covered by 
standards, then we can give more attention to new 
problems. 

Standards conserve the most valuable assets of 
a corporation—the abilities of the individuals on 
the payroll. 

These are just some of the ways of saying that 
standards multiply our effectiveness, and the ef- 
fectiveness of our offices. 


This concludes the second of two articles by Mr. Shull. 
The first appeared in the August issue. 


Nearer the Sky 


(From page 40) 
an important consideration. The personnel de- 
partment itself is divided into a private interview- 
ing room, a conference room, and the manager's 
private office. These three bays are 300 square 
feet each. 

The fourth bay in this section houses the tele- 
phone and teletype departments. It has 200 
square feet, the other 100 square feet being util- 
ized as the personnel department reception room. 
Three operators handle the two PBX boards and 
teletype machine as well as the public address 
system. The plant has ninety-seven inside tele- 
phone stations and twelve trunk lines coming into 
its switchboard, open from 8 A.M. to 5 P.M. Loud 
speakers from a public address system are in all 
buildings, with some of the larger ones having 
two or more to page executives and supervisors 
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Transfer time! — and maybe in 2-3-4 years one 
of Uncle Sam’s boys will drop in and ask for an 
autopsy on your THIS year’s business. If and 


uy f when THAT happens you'll be smart if you can 
produce the “body.” 


Highly recommended, for this purpose, are ——- a 
these improved drawer style G-W storage << 


cases of rugged paper board. Delivered K-D—easily set up 


Delivered knocked-down, they set up quickly, 
rigidly, long-time strong, with easy-sliding 
drawers in metal-reinforced sheath. 


Label and metal drawer-pull are quickly ap- ome ave 
plied to complete the neat, strong, full capa- 
city case. Available in letter and legal sizes. 


Order Safeguard guides and folders and Fan- 
fold Labels to replace transferred material. 


Metal drawer ———— applied 
Here’s the better, more economical method of 


ready reference to your 1949 business records. 


: Your Globe-Wernicke dealer will gladly dem- 
onstrate this new and improved G-W Storage 
Case. Phone him today. Rigid, strong—full-capacity 


Engineering Specialists in Office Equipment, Systems and Visible Records 


Dept. OM-9 Norwood—Cincinnati 12, Ohio 
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This is NO 
Laughing Matter! 


Have an apoplectic fit, if you choose. 
but when you gotta dig out old 
business records, you gotta dig “em 
out. Especially when a G-man 
says, “‘Lemme look!”’ 


This recurring need for buried 
business records has done amazing 
good for Globe-Wernicke storage 
cases. 


THIS PARTICULAR case is brand 
new, improved, and a big value! 
We ought to sell millions of them! 
There are plenty for immediate de- 
livery. 


Note the overly modest state- 
ment to the left. 


The most important line suggests 
that you have your G-W dealer 
demonstrate this case to you. That 
costs nothing but a phone call, and 
the time to see a truly rugged paper 
board storage case put together in 
the twinkling of an eve. 


You don’t need marble head- 
stones for buried documents. 
but you do need good protection, 
in the least space possible, with 
get-at-ability—and that’s what 
this G-W storage case provides. 
and at low cost. 


Probably, like most smart businesses, 
you transfer guides and_ folders 
right with your records. So you will 
need G-W Safeguard filing guides 
and folders and Fanfold labels 
for your 1950 files. Order them at 
the time you order your storage 
cases —from the same dependable 
G-W dealer. 


I thank you. 


W. “Kes" Downing, 
Sales Promotion Mgr. 


Globe-Wernicke 


—_— a ee Be le 
: : : a ot ae. i ae a Si ; i ” ait 
Ya ? - ee ae % es a 
es \ 
— | i - - ee \\ yo a 
Le = - ee : ® LY asi a ae i oe iw a ‘ce Wee’ j Bd : ne : F ; 
ia is aa \ fF a | 
_ a . J _:z_,. =) ¥ 
. at re — Cli 
— . * a4 es ib | Ma, Bf hh | 
J - \ ae ihe nae ‘io 
q 3 . = 4 bh — i ah Js > 3 i 
F “eee : ae = — \ oo Pe = m - \ a F 
T ge) AML 
OC Vii 
nen UNCLE Sa asks, 
a 
& ‘ Ph | | 
- / fa’ “WHERE'S THE BODY?” | iy ‘ 
“\\ & % 
“ a Ay a 
. Gis pe a 3 
_ ie 
1 \ s 
de- 
ew. | 
er’s - 
.) | 
200 
itil- 
ae a 
and ’ : ip 
ele- on eee r } 
nto eid rt ae é 2 i ; 
FS . E ‘% f 4 - , . 
all | WER a ag ~~ & 4 . * 
ing bod il NICKE oe iE L~2& 
a 
ors | a: Road | 
_—————— 


EVERY DAY... 
A NEW NEED FOR 


Dennison 


5) Day after day, modern office procedure 
er P 

calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 


Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels 
seals and other paper specialties—all designed to 


save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 


Dennison 
Essential Stationery Supplies 
for HOME, SCHOOL and OFFIGE 
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and to make general plant announcements. hy 
company has experimented with music over this 
system, and may eventuaily make this a perma. 
nent feature, although it is not thus used noy, 

Whereas the personnel department has bee 
subdivided necessarily into separate office space 
for privacy in conferences and interviews, the 
main office on the new upper floor was purposely 
designed without any enclosures. It runs from 
east to west. Mr. Niedermeyer sits at the wes 
end, facing the employees under his supervisiop, 

Work is carried out under a direct-flow system, 
running from east to west. At the far northeast 
corner the office service unit is located. Here the 
mail is received and messengers carry it to speci. 
fied departments. Work proceeds from the cost 
to the Comptometer section, then to general ge. 
counting and to general ledger. 

Special consideration was given to lighting and 
air-conditioning the extension. Eighty per cent 
of the outside wall space is given over to windows, 
each equipped with venetian blinds. Strip fluor. y 
escent lighting is recessed into the sound-proofed 
ceiling. This artificial light provides 86 foot 
candles. 

Westinghouse’s modulated air-conditioning unit 
has been installed. This pre-mixes air at the in- 
takes and conditions the room to whatever tem- » 
perature set. 


Wide aisles 

Possibly because of the crowded conditions en- 
dured before the addition was completed, and 
with a view to improved efficiency, wide aisle 
space between the selected gray Art Metal steel 
desks used as new equipment was insisted upon 
when the designers laid out this office unit. Noth- 
ing less than 36-inch space is allowed between 
desks, and this extends up to a maximum of 4 feet. 

No filing cabinets are allowed in the center of 
the room. They are placed at the sides to give an 
unobstructed view and passage between sections 
and desks. Using Recordak, Hilton-Davis has in- 
cluded microfilming as an important part of its 
office expansion and improvement plans. Mr. 
Niedermeyer expects that one year’s records in | 
microfilm will go into one filing cabinet. By the 
end of twelve months the office manager expects 
to be able to eliminate one-half of the seventy- 
three filing cabinets now employed. 

Because of high building costs one change in 
the original plans was required. First blueprints 
called for construction of a two-story fire-proof 
vault for storage of company records. But as 
building progressed, original estimates of $45,000 
increased to $68,000, exclusive of equipment cost- 
ing $31,000, and the idea of the vault was aban- 
doned. Journal ledgers and general ledger are 
put on microfilm and kept in safe deposit vaults 
off the premises. 
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How to Buy 
Duplicating 
Supplies 


Here is WEBSTER’S all-star 


line-up weaaes 


ye WEBSTER’S TABULATING RIBBONS... guaranteed 
long wear. Made with high grade, woven edge cloth, 


properly inked for each type of machine. 


yb WEBSTER’S MICROMETRIC CARBON PAPER... 
with its exclusive numbered edge. Eliminates retyping 
for spacing errors. Gives clear, sharp impressions even 


after continuous hard usage. 


yb WEBSTER’S PENCIL CARBON... gives 100 im- 
pressions which last as long as the paper on which 


they are written. 


yb WEBSTER’S MULTIKOPY TYPEWRITING RIBBONS 
...have to be changed only half as often as standard 
ribbons. Made in extra lengths with special ink formulas 


for each kind of typewriter. 


Order Webster’s next time you need long-lasting 
duplicating supplies of dependable quality. Consult your 
nearest dealer or write to F.S. Webster, 9 Amherst Street, 


Cambridge, Massachusetts. 


F.S. WEBSTER COMPANY 


Webster's warehouses in key cities from coast to coast: 
New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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YOU WILL 
PROFIT 
BY USING 


Ve a 
Ponciils 


BECAUSE 
NATIONAL 
ISA 

REAL 
QUALITY 
PENCIL 


The Cedar King, Nationally 
known, Nationally advertised, 
fast becoming America’s leading 
pencil buy . . . made in 5 de- 
grees .. . boxed in dozens. A 
complete line is at your service. 


Ask your local dealer. 
not supply you... 


ND USA223 N22 


O 
. 


“Zuse~caex' Cedar Kin 


NATIONALS 


lf he can- 
write to us. 


NATIONAL 
PENCIL COMPANY 


SHELBYVILLE 
TENNESSEE 


New York Office: 220 Fifth Avenue 
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is no profit in microfilming valueless papers oy 


Records Management 
(From page 29) 


records of short retention value. Steel insulated 


| filing cabinets look pretty. They look horrible op 
_ an operating statement when less expensive equip. 
' ment can be intelligently used. 


A company’s program for curbing unessentia] 
record making and filing operations should be con. 
sumated in a “manual” for filing operations. Such 
a document is simply a printed set of instructions 
and directions for records personnel. It covers 
all phases of the company’s records system. I 
explains where and how all records are to be 
created, filed, and controlled. 

What Is It? Why Keep It?—Or Records Evaluation 

Recent studies by the National Records Man. 
agement Council have proven that, of the records 
held by an average organization: 

.. . Less than 10 percent must be kept indef- 
initely or permanently. 

.. . An additional 20 percent must be retained 
in office space and equipment to meet current 
operational needs. 

.. . Approximately 30 percent can and should 
be transferred to economical and efficient storage. 

... Approximately 35 percent, the balance, is 
unessential to company operations and should be 
destroyed. 

Inventory and appraisal 

Policies governing the retention, transfer, and 
disposal of records can be developed through care- 
ful inventory and appraisal of all company records 
by a competent archivist or records analyst. Once 
the inventory is completed, an appraisal of all 
company records is possible. After developing 
data on the use and need of each category of ree- 
ords, recommended retention periods must be 
cleared with staff and operating officials. For ex- 
ample, all accounting records should be reviewed 
by controllers and auditors and finally the legal 
department in order to assure compliance with 
existing statutory regulations. 

A leading banking institution, until very re- 
cently, had the most aggressive records disposal 
policy reviewed thus far by the National Records 
Management Council. An abrupt change in policy 
was witnessed when the bank failed to muster suf- 
ficient fact power to combat a legal claim. In its 
embarrassment the bank had to rely upon copies 
of its own correspondence and letters received, 
contained in the files of the suing company. For- 
tunately, in this case there was only embarrass- 
ment. In many instances, failure to produce re- 
quired records may mean thousands of dollars 
and possibly the difference between success and 
failure. 

Appraising records for fact power should not 
only take into account the requirements of exist- 
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1 — Revolutionary PLUS® Part-Keyboard 


fast, efficient, economical little 
key-drive machine to handle the addition which 

is 75° or more of all figuring done in most offices. 
Subtracts and multiplies, too, of course! 

Weighs only 6 to 12 pounds, can be moved and 


used anywhere. Carrying case available. 


Priced as low as $120.00. 


2 — Dependable PLUS Full-Keyboard 


peer eee seeaay,. ° fast, efficient, economical for 

wae _ i : more complicated figure work as 

Pil 3 well as addition. Designed for easy handling, 

ry T W Oo WAY q =, weighs only 14 pounds in 9-column, total 10 

a a * model. Carrying case available. 
° 


TO cUT : 
OFFICE COSTS 


e 
% rd 
e Pid 


Costs only $340.00. 


Both PLUS models are available in several 
sizes and with special settings for adding 
time, weight, measure or foreign currencies. 
Work like a flash—just press the key and 
there’s your answer! 


Key-drive means speed—PLUS_ key-drive 
means economy. 


At PLUS’ low prices, you can afford to 
mechanize figure work and get the speed 
that means minutes saved and money saved. 


et eB) Dept. 329, 37 Murray St., N. Y. 7 


Mail the coupon! The few pennies it will cost 
you may save you many dollars! 


Please send me, free, descriptive booklet. 


tosimn Lyp fit 07 tay TES 


DN tne ai oes dis ccs isa ecaaiees 
PLUS COMPUTING MACHINES Inc, {| om 
37 Murray Street, New York 7, N. Y. oo ee 
Subsidiary of Bell Punch Company + Est. 1878 
ois di rece ck vead see kaey es a ae 


Write tor name of PLUS Distributor near you 
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ANSO 
POSTAL SCALES 


line of office mailing 
the most ~aagpange » Big ol 


scales on 
Four models — Capacities 2 Ibs. to 50 Ibs. 


. Tee 


Model 1546—List......$495 7 — 


A handy desk scale, case 
made of durable, heavy 
Lustron plastic. Capacity 
2 Ibs. by 1 ounce. Com- 
putes postage for air and 
first class mail, and for 


merchandise up to 2 Ibs. 
Large dial. Platform 2” x 3”. 
Dimensions overall 51/2’ x 
2%" x 62". Packed one 

to a carton. Shipping 

weight, 1% Ibs. 


Model 1509 
List 
The postal scale for 
average office use. Ca- 
pacity 5 lbs. by 2 
ounce. Computes 
postage for airmail, 
first class and mer- 
chandise up to 4 Ibs. 


E 
ay ey 


ns 
mS 


SERRE 


ee 


SRE 


J 
al 


Dial 61/2’, glass covered. 
Platform 51/2’ square. 


Dimensions overall 61/2" x 
62" x 9/2". Packed one a 


s/s 


to a carton. Shipping 
weight, 5 Ibs. 


Model 1530 I, 
List......$8.50 ° 


Parcel Post Scale. Capac- 
ity 25 Ibs. by 1 ounce. 
Computes postage for 
merchandise up to 25 Ibs. 
for all postal zones. 
Dial 61/2", glass covered. 
Platform 5/2" square. 
Dimensions overall 61/2 
x 62" x 9V2"'. Packed 
one to a carton. Shipping 
weight, 5 Ibs. 


Model 1515 
List 
Parcel Post Scale. 

Capacity 50 Ibs. by 
2 ounces. Computes 
postage for merchan- 
dise up to 50 Ibs. 


for all postal zones. 
Dial 8’, glass covered. 


Platform 7°’ square. 
Dimensions overall 

8" x 72" x 10”. 
Packed one to a carton. 
Shipping weight, 81/2 Ibs. 


Order from your supply house 


HANSON SCALE COMPANY 


525 North Ada Street, Chicago 22, Illinois — 
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ing state and federal laws, but must also serve th, 
needs of management and the historian. Althoug; 
the legal value of some records may expire, the, 
are still a valuable guide to management. Hoy. 
ever, current studies indicate that, for the averag, 
company, a long range preservation of only 3; 
10 percent of its records is necessary. Thus, ree 
ords evaluation achieves a minimum bulk of pe. 
manent records without the loss of essential jp. 
formation. 

“Flow schedules” can be prepared from an jp. 
ventory and evaluation of records. A “flow sched. 
ule” is a planned life span for every group of re. 
ords. It is a carefully thought out timetable, } 
defines the retention period for records in actiy, 
Office space. It indicates the period of retentigy 
in a records center for semi-active reference, |; 
spells out the method of records preservation ang 
when to employ microphotography if economically 
feasible. It directs when and how records are t 
be destroyed. Frank M. Root, archivist for Wes. 
inghouse Electric Co., has used them to measure 
and audit all files in operating offices, determining 
whether or not records are being needlessly re. 
tained. Thus the flow of records from active office 
space and finally to a company archives collection 
assures the most economic use of office space, 
equipment, and personnel. 


’ 


First of two articles. The second will appear in October. 


College and Office 


(From page 33) 
sonnel and industrial relations, another company 
spokesman deplored the ambition in many for 
promotion without corresponding 
achievement. 

“Not enough students realize that a company 
fills most of its jobs in personnel from among en- 
ployees who have had experience in line depart- 
ments—that is, in manufacturing, selling, or of- 
fice work,” he said. 

According to a third company executive, a 
similar problem is presented where students in- 
dicate that they believe they are qualified for ex- 
ecutive training programs. Said this executive: 

“The trouble is that students think that com- 
panies will earmark them for executive jobs 
where all they will have to do is direct others. 
They should be more realistic. They must learn 
that those turning out the best productive work 
are the first ones to be considered for promotion.” 

Occupational fields in which stiffer competition 
and fewer job opportunities were envisaged for 
college graduates included law, engineering, and 
business administration. i 

It was the general feeling among employment 
executives that college recruitment should be 
maintained in at least some form during a period | 
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Serve th 

A lthoug, 

die, the 1949 NEW YORK 

t. Hoy. . 

aera NATIONAL BUSINESS SHOW 

Only 3 ty 

‘hus, re. 

k of re AMERICA’S EFFICIENCY EXPOSITION SINCE 1904 

ntial jp. 

- Grand Central Palace - - October 24-29, 1949 
an 1p. 

W sched. 

oo Te. INVESTIGATE the offerings of the exhibitors at this important event. 

able, It 

in active COMPARE _ what is now being used by your office workers and what 

retention is available for their comfort and convenience in oper- 

ence, |i ating your business more efficiently and economically. 

ti 

nai ACT to provide your organization with “the last word” in 

is are : adminstrative methods, machines and equipment. 

or West. 

measure Exhibitors at this Show welcome the opportunity to demonstrate and prove their ability to serve 

rmining you satisfactorily. 

essly re. 

ive office NATIONAL BUSINESS SHOW COMPANY 30 Vesey St.. New York 7. N. Y- 

ollection Frank E. Tupper. President 

€ space, 

October. 
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any for LE AF 
ponding 
The answer to every con- 

‘ompany ceivable record-keeping prob- FE UIPMENT 
orem. lem is in the complete and 
mea modernized CESCO line. Write 

‘ for descriptive literature on 
, Or of- your business stationery. Catalog Covers « Sample Books 

Ring Books in many zs 

tive, 4 grades and bindings Ring, Post & P Bi " 
ents in- 
ie | Accounting Systems 
ecutive: AER wy , i Visible R 
at com- s eo 7 i . F z 
ve jobs \ eee MAD ae a a Business Forms 
others. es A ae tas a oss 
st learn , Special Printing 
re work = =6Bop by letterpress 


The newest 
Post Binders in o catalog binder 
wide range of styles with Aut tic Expansi 


notion.” | CATALOG 
petition 


omg? OUR 50th YEAR 


7 Thee Cc E.SHEPPARD CO. OF SERVICE TO 


—* 
a | MODERN BUSINESS 
period | 44-11 Twenty-First Street * Long Island City 1, N. Y. 
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co ASSURES 


YOU — INCREASED: 
VALUE 


SERVICE AND 


CARBON PAPERS 


TYPEWRITER CARBON BILLING CARBONS 
- FAN-FOLD CARBON PENCIL CARBONS 
_ CARBON JACKETS REGISTER ROLLS — 


. 


TYPEWRITER RIBBONS TABULATING RIBBONS | 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. ee 


HECTOGRAPH SUPPLIES 


HECTOGRAPH: CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID 


Coclo-mrs. corp. 


529 So. Franklin St. 401 Wood St. 270 Lafayette St 
Chicago 7, Ill. Pittsburgh 22, Pa. New York 12, N.Y. 
Factory: Coraopolis, Pa. 
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of declining business. And while no one coy, 
ignore the effect on organization morale of hiring 
college trainees at the same time that lay, 
were being made in other departments, the advap. 
tage of continuing long-term contacts with sty. 
dents and placement personnel] at the colleges was 
fully recognized. 


Tr. COMING EVENTS 


Controllers Institute of America...... .. September 25th-28i 
18th Annual Meeting 
St. Francis Hotel, San Francisco 
Business Show of Progress......... ne . September 27th-304 
Sixth Edition 
Palace Hotel, San Francisco 
Records Management Association of New York. September 29h 
Business Records Conference 
Commodore Hotel, New York 
Midwest Filing Conference ee ero 
18th Annual Conference 
Edgewater Beach Hotel, Chicago 
American Standards Association. . : .... October I ithel4th 
31st Annual Meeting 
Waldorf Astoria, Hotel, New York 
Systems & Procedures Association of America... . October |4th-I5th 
National Systems Meeting 
Bellevue-Stratford Hotel, Philadelphia 
National Institute of Governmental Purchasing. .October 23rd-26th 
4th Annual Conference and Products Exhibit 
Hote! Cleveland, Cleveland, Ohio 
National Business Show October 24th-29th 
rana Central Palace, New York 
National Office Management Association. .... October l0th-I Ith 
3rd Regional Conference and Equipment Exposition 
Hotel Fontenelle, Omaha 
Industrial Management Society............ 
13th Annual Time & Motion Study 
Sheraton Hotel, Chicago 
Society for the Advancement of Management. . November 3rd-4th 
Hotel Statler, New York 


AMA Conferences 


October 74 


November 2nd-4th 
Clinic 


Personnel tak aa wth awe ee howe September 26th-28th 
Waldorf Astoria, New York 
Office Management ........... oer . October 20th-2ist 
Hotel Statler, New York 
IUNUNE a a5 o bate eran tea re ates November |0th-I|th 
Palmer House, Chicago 
Finance ... oa hacen tata eel eet December Ist-2nd 
Waldorf Astoria, New York 
ee TCP ee rere ..December | 5th-l6th 


St. Francis Hotel, San Francisco 

Personnel eee eee ee February 13th-I5th 
Palmer House, Chicago 

Marketing stebangieccion - March [5th-I7th 
Hotel Statler, New York 

PURO ca diaca eeu onan RON ates acces April 3rd-5th 
Hotel Statler, New York 

on re eee een Pr ee ee April 24th-26th 


Navy Pier, Chicago 


Lane Heads General Binding 
William N. Lane, for the past two years sales manager 
of the General Binding Corp., 812 West Belmont Ave., Chi- 
cago, has been elected president of the company, which is a 
large producer of mechanical bindings. 
It was also made known that William L. Fritz, with the 
company for more than twelve years, has been named gen- 
eral sales manager of all the divisions. 


Correction, Please! 

On page 50 of the August issue of Orrice MANAGEMENT, 
in a picture showing an all-electric transcribing and dictat- 
ing set-up in the offices of Geyer Publications, the electric 
typewriter shown was inadvertently identified as that of In- 
ternational Business Machines Corp. It was an Underwood 
electric typewriter. Both IBM and Underwood electric type- 
writers are used in these offices. 
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Ne could : 
if hiring | e,° Effi . 
bela mprove Writing iciency 
e * 
advan, Your Off 
ae in four ice 
ith stu. 
Q 2 
Bes ma with Sengbusch 
* 
4 aqnai=pens : 
; 25th-2 . . 
" now equipped with 
(screw-in feed and point) 
mber 2%h . + 
The Sengbusch desk-set line gives you 
ege 
eal the utility and appearance that please 
er ° . . 7 
both routine workers and demanding executives | 
Nibin screw-in feed and pen-point is an added feature in the Sengbusch reasonably priced. is. Se > 
I 1 th-14th Handi-pen line. Have famous ‘“‘Capillary Action” inking principle—Hold 6-months’ 
Note! The popular wedge-feed is still available, because many large supply of ink. Thanks to the scientific Sengbusch method of inking, 
wsers like the economy of this feed when replacing pen points. there is no ink deterioration or waste; the last drop of ink in the con- 
~ Handi-pens appeal to busy executives and professional people—because tainer is as fresh as the first. 
14th-15th they offer smooth, efficient, instantaneous writing service. ; Let these practical writing features save you time and bother. 
“Tdeal for the entire office force—they save time and eliminate disturb- Standardize on Sengbusch Handi-pens—-order from your stationer today. 
ing annoyances such as constant refilling, clogging, flooding. They are Write for circular. 
23rd-26th 
SELF-CLOSING INKSTAND co., 199 Sengbusch Building, Milwaukee 3, Wisconsin 
24th 294 — 
10th-| Ith 
on 
* 2nd-4th | 
b 
t 3rd-4th — 
p 


ed IN STENCIL DUPLICATORS | , 


1Oth-| Ith ; 
~ Ist-2nd cf 
5th-|6th More Automatic Features Than < 
© + s 
— In the Most Expensive Machines : 
en The sensational RUDCO Model 100 
. offers more automatic and improved 
5the|7th features than found on even the most 
expensive stencil duplicators. It has a 
3rd-5th completely enclosed cylinder with internal MODEL 100 
4th-26th brush action—eliminating all possibility ONLY $8 5 
of messy operation. Equally important is its auto- 
——. matic roller action that contacts the cylinder only (Counter $10 extra) 
when a sheet of paper is in printing position. 
ae. The RUDCO handles paper or card stock—post card to COMPARE THESE FEATURES 
* Chi- legal size—and registration is always hair line accurate. 1. Fully Automatic 
ch is a 2. Automatic Inking 
The RUDCO is built for hard use—and abuse. Com- . — oe ee 
, H H : H . Improved Internal Brus ction in 
ith the pare it, feature for feature, with the most expensive stencil . pedis Mie hatiee 
d gen- machines in the field. You'll quickly realize that here is S patente Head a 
today’s greatest buy in duplicators, regardless of make— 7. Ball Bearing Construction 
regardless of model! 8. Hairline Registration 
9. All Steel Frame 
10. Easy to Use 
EMENT, Welto af Guse Gar Gangiete Seteematten. 11. Built for Years of Trouble-Free Service 
dictat- 
lectric 


EM {°° W Superior St WIC 18 W. 18th” 


type- Chicago, Illinois — 41, He?. 
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punched cards which will be run through voucher- 
writing machines as applications are received 
from the veterans. The Treasury Department 
will disburse the checks. 

A crew of microfilming experts from Recordak 
used specially equipped, automatic microfilming 
machines to photograph the record cards on 
16mm. safety film. 

Automatic feeders were used on the machines 
to obtain maximum operating speed. Each ma- 
chine was capable of photographing 12,000 cards 
an hour. With thirteen machines in operation, as 
many as 1,600,000 cards were photographed in 
one working day. 

The microfilming operation would have been 
completed much sooner if it could have been a 
continuous operation. However, to avoid disrupt- 
ing the normal operation of the VA district offices, 
it was necessary to film the active cards during 
week-ends when the cards were not being used. 
The active premium record cards to which all pay- 
ments are posted are in constant use during the 
week. Furthermore, it was necessary to move the 
microfilming equipment from one VA district of- 
fice to another throughout the United States. 

Recordak 16mm. safety film, like that used in 
banking and business microfilming operations, 
was used to photograph the cards at a reduction 
of 19 times. Over 4,000 cards were recorded on 
a 100-foot roll of film. For better control and 
best indexing by the VA, only the cards in a sin- 


Behind the Veterans’ Dividends 


(From page 37) 


gle tub were recorded on single rolls of film, vary. 
ing from 75 to 100 feet in length. 

An unusual printing mechanism was installed 
on the machine to show that each card had beey 
microfilmed. As the cards left the machine 
roller printer edge-stamped each card with a date 
and the number of the regional office. The edge 
printing was checked before the cards were re. 
turned to their tubs. 

Following the microfilming operation, the film 
was sent to Recordak laboratories for processing 
and inspection, then forwarded to Kodak Park, 
Rochester, N. Y., where facsimile prints were 
made. Here over 200,000 prints a day, exact du- 
plicates of the originals in size, were produced 
and shipped to the Central Office of VA. 

As a by-product of the microfilming operation, 
the Veterans Administration obtained for the 
first time double protection for the origina] ree. 
ords. The microfilm itself provides a compact 
record of the original cards for storage in fire. 
proof vaults. The facsimile prints provide an ex- 
tra duplicate record. With the film stored in one 
location and the prints in another, the VA gets 
double protection of the records. 

Automatic counters on the microfilming ma- 
chines were of special electronic design to assure 
greatest possible accuracy. From these records, 
the VA has also obtained an accurate check on 
the number of all insurance premium record cards 
in existence. 


With the Associations 


(From page 50) 


Midwest Filing Conference 
The 18th Annual Midwest Filing Conference is to be 

held in Chicago at the Edgewater Beach Hotel on October 
7th. Speakers will include: Emmett J. Leahy, executive 
director of National Records Management Council, New 
York, whose topic will be “Frontiers in Records Manage- 
ment”; James C. Messer, director of records and routines 
of the Peoples Gas Light & Coke Co., Chicago, also president 
of Systems & Procedures Association, will speak on “Color 
Psychology and Use of Papers for Forms”; Miss Genevieve 
Decker, vice-president, First Federal Savings & Loan Asso- 
ciation, Chicago, will speak on “Personnel”; Carlton E. Clift, 
assistant coordinator of New England Mutual Life Insurance 
Co., Boston, on “Advantages of Shelf Filing’; Hobart H. 
Sommers, assistant superintendent of schools of Chicago in 
charge of vocational education, on “Why Young People 
Today Are Not Challenged by a Business Career”; Paul K. 
Horst, consulting economist of Chicago, on “The Importance 
of Classification of Business Data to the Executive.” 

A round table discussion will also be conducted using 
questions submitted in advance by the audience. 


AMA Personnel Conference 

More than 1,500 personnel executives from all over the 
United States will gather at the Waldorf Astoria Hotel in 
New York, September 26th to 28th, to take inventory of 
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present personnel practices and to study new methods and 
developments in personnel management and labor relations, 
the American Management Association announced. 

Lawrence A. Appley, AMA president, said that “personnel 
management today is engaged in a thoughtful and rigorous 
self-inventory of its objectives, policies, methods and effec- 
tiveness.” He said that the seven sessions of the conference 
would be devoted to assisting management through a discus- 
sion of curent trends, new developments and specific prob- 
lems of the next few months. 

The program is being arranged by John S. Bugas, AMA 
personnel vice-president and vice-president in charge of 
industrial relations for Ford Motor Co. 


SPAA National Systems Meeting 

The 1949 National Systems Meeting of the Systems & 
Procedures Association of America will be held in Phila- 
delphia at the Bellevue-Stratford Hotel, October 14th-15th. 

Nationally-known speakers will discuss such subjects as 
“Work Simplification,” “The Place for Office Mechaniza- 
tion,” and “Research in Office Systems.” 

Registration information can be had from George W. 
Putnam, chairman, registration committee, P. O. Box 7551, 
Philadelphia. 

(To page 80) 
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They Correct Mistakes | 
in Any Language 


No. 333 INDIA — The quality- 
standard, all purpose red rubber 
eraser (two sizes: 333, 334). 


At Your Stationer 


- WORLD’S QUALITY STANDARD i 


WELDON ROBERTS RUBBER COMPAN 
Newark 7, New Jersey © 


The Boston Bulldog / 


A new Pencil Sharpener with a 
Heavy Steel frame and simpli- 
fied double bearing design . 


famous solid steel cutters (15 
cutting edges). Its tough and 
successfully battles the wear 
and tear of school or office—at 
relatively low cost. Mail coupon th 
for complete details about this Boston Bulldog model. 


C. HOWARD HUNT PEN CO., Camden, N. J. 


Also Manufacturers of Speedball Pens 
and Products and Hunt Pens 


C. HOWARD HUNT PEN CO. 
CAMDEN, N. J. Dept. OME | 


Gentlemen: 


Please send, without obligation, litera- 
ture and complete details about the 


PENCIL SHARPENER {icine 


of: aise 


Address: 


City: State: 
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CLOSE OUT SALE... 


Direct from factory to you! 


e 
Steel Office Tables 
| 24" x 36" by 30!/," high 
Rugged tables, 16 gauge steel 
top, covered with |.” thick- 
ness Armstrong linoleum, 
aluminum trimmed. Heavy 
steel, detachable tapered 
legs. Green enamel finish. 
Ships knocked down—602 
erated. A bargain while they 
last. 25000. 
Only $29.50 
Same rugged table, 26” high, 
with drawer—-ideal for typ 


ists. 25200, $35.00 


Storage Cabinets (it’s a steal) 

All steel 72” high, 34” wide. & 18” deep. 4 adjustable 
shelves. Electrically welded. Swinging doors, equipped 
with 3 point lock. Shipping weight 1302. 


NG Gadus? geet cee Only $37.50 
Filing Cabinets—4 drawer letter size 


Heavy gauge steel with baked glossy olive green enamel 
finish. Ball bearing roller suspension. 52” high, 15” wide 
by 27” deep. Shipping weight 1202. £501 


with lock, $40.50. 2501—without lock Only $35.50 


Write for other bargains 
All prices FOB Dallas 


9222 Addis St. 


Pines Manufacturing Co. 


Dallas, Texas 


Write for ‘Literature 
Commercial Controls ' 


Mailroom and — , 


Metered Mail hen % 
Letter and Parcel Post Scales 
Letter Openers ¢ Envelope Sealers 
Multipost Stamp Affixers 
- Mailroom Tables, Sorting Racks and 
Mail Bags and Mail Bag Holders 
Endorsograph Check-Endorsing and Cancelling M 
Ticketograph Pay and Production Control Sy 
Automatic Stamp Vending Machines _ 
Flexowriter Automatic Typewriters 
Mather Coupon Tickets and Supplies 


Commercial Controls Conada Ltd., Toronto 1, Ontorio 


With the Associations 


(From page 78) 


_IMS Time and Motion Study Clinic 


Charles Sawyer, Secretary of Commerce, wil] head 
group of nationally prominent leaders of labor, Managemen; 
and government, who will tell the story of the economic 
outlook during the 13th Annual Time and Motion Study 
Clinic to be held at the Sheraton Hotel, Chicago, on Novem. 
ber 2nd to 4th. 

The Management Clinic. sponsored by the Industriaj 
Management Society, will bring together more than 4.000 
industrial executives, plant operators and supervisors who 
will discuss methods and means of winning the “Cold War” 
on Industrial Inefficiency. 

Martin H. Kennelly, Mayor of Chicago, and Adlai Steven. 
son, Governor of Illinois, will address the group at luncheon 
and banquet meetings during the three-day seminar, and 
invitations to speak have been tendered to well-known 
industrial leaders representing the top corporations in the 
country. 


AMA Office Management Conference 

“Cost Reduction in the Office” will be the theme of 
the American Management Association Office Management 
Conference, planned for October 20th and 21st at the Hotel 
Statler, New York. Among the subjects planned for dis- 
cussion are “Cost Reduction in Office Services,” “Work Sim- 
plification,” and “Auditing Mechanization.” 

One entire session will be devoted to an “Idea Work- 
shop,” at which, six five-minute papers presenting actual 
case histories of proven ideas for cost reduction will be 
given. 

Coleman L. Maze, vice-chairman of the Department of 
Management and Industrial Relations, New York University, 


| has been reelected AMA vice-president for the Office 


OFFICE MANAGEMENT AND EQUIPMENT 


| senting employers; 


Management Division by the Association’s board of direc- 
tors. He will be in charge of arrangements for the confer- 
ence, assisted by members of the Management Division 
Planning Council. 


Records Management Conference Set 

The Records Management Association of New York, 
formerly the Filing Association of New York, will hold a 
conference at the Commodore Hotel, September 29th, the 
theme of which is “Pattern For Realistic Records Adminis- 
tration.” 

An all-day conference, with luncheon from twelve to two, 
registration will start at 9 a.m., and the first session will 
begin at ten. The registration fee, which covers all sessions 
and luncheon, is $7.50 to non-members and $6 for members. 
Full information can be had from the Association at 299 
Madison Ave., New York. 

Among the prominent speakers scheduled are George W. 
Oliver, Thomas Mechanical Collator Co., who will discuss 
Systems; Paul B. Mulligan on Costs; Emmett J. Leahy, Na- 


| tional Records Management Council, who will talk on Clear- 


ance. 
Following a pre-lunch talk on “Anecdota Americana” by 


Milton Bacon, well-known humorist, a panel discussion on 


Personnel Job Attitudes will be held, with Olive Huston, 
executive director, National Federation of Business and 
Professional Womens’ Clubs, acting as moderator. The panel 
will include Amy Lorton. McKay, representing employment 
agencies; Esther B. Becker, Forstmann Woolen Co., repre- 
and Mrs. Helen I. Palmer, Packard 
School, representing business schools. 


American Standards Association 
An address by Karl T. Compton, chairman, Massa- 
chusetts Institute of Technology, and chairman, Research 
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NEW ITEMS 


PRONG- 
FASTENER 
BINDERS 


Complete range of sheet sizes and 
capacities. Red or Black Press- 
board, cloth hinged, 2-piece con- 
struction, Punched for all standard 
spaced fasteners. 


Prong Fasteners—All popular capa- 
cities and c. to c. Rust-resisting 
metal. Complete units, com- 
pressors only or bases only. 


ooo ooo 
2 4 6 
| 
f 5 
B' SRP 5 H 
4 8 
aco fe meres] 


With or without prong fasteners. Straight cut, '/2 cut, 1/3 cut or 1/5 
cut, Gray pressboard with cloth "W"' gussett. Letter and legal sizes, 
\" and 2" capacities. 


Write for Our New Complete Catalog Today 


ELBE FILE & BINDER CO., Inc., Fall River, Mass. 


COLONIA The Newest and 
Best in a Com- 

plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


MANUFACTURERS 


wa 
Trade Mark 
Spirit and Liquid and Cream 
Gelatin Carbons Cleansers 
Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 


The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


SPEED UP Sa: 
OFFICE WORK MH 


ell 


Office workers appreciate the con- 
venience of using +e for 
marking file folders, for addressing 

duplicate mailings, for addressing _ 

heavy duplicate record cards. Chief 

reason for their preference is that A REAL ECONOMY 
Duplistickers’ gummed, oye 
letter-size sheets are so easy to page anim 
ly the Qpewn. Also, they > eal sll roars 
speed duplicate mailings because all yp), |, offer 32 times 
the addressing for two, three OF move stickers than roll 
four different mailings can be done abel. 

in one operation. 


— Bag 


EUREKA SPECIALTY PRINTING CO. 
Stationery Div., Dept. OE 
11 West 42nd St., New York 18, N. Y. 


Duplistickers cost consia- 


FOUNTNBRUSH and INKS 


You'll find dozens of uses in the office 
for the Flo-master FOUNTNBRUSH 
Use it for addressing and labeling 
packages .. . file indexing . . . 
dating, proof-reading and script 
marking .. . chart, graph and 
map records, etc. Flo-master 
Ink dries instantly .. . 

available in eight transparent 
colors. Valve-controlled — 
Leakproof. Interchangeable nibs 
permit fine or heavy marking. 
Flo-master Set with 3 nibs 


and % oz. bottle Ink — $3.50 y Order from 


your dealer 
today. 


<cADO) _ Cushman & Denison Mfg. Co. — 
135 West 23rd Street, New York 11, N. Y. 
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WHEN YOU NEED 
MARKING DEVICES 
Fulton 
HAS THEM FOR YOU 


Prompt Shipment of 


Service and Fulton Daters and Numberers 
Deluxe and Special Business Outfits 

Sign Making Kits 

Dri-Kwik Stamp Pads and Ink 

Fulton Stamp Pads and Ink 

All Weather Wood Block Pads and Ink 


Write for Catalog 


Fulton SPECIALTY CO. 


Factory and Showroom 
82 Fulton Street Elizabeth |, N. J. 


——— i i ee -—-————_§ = = ~ 


JERENZIBIRe . ERYTHING 


* Higher Quality Since 1903 


Compact 
cators for home, business, or school. 


Hektograph—A time tested, money saving 
way of duplicating many runs of 50 to 100 
copies of anything written, typed, or drawn. 

Flat metal pan stores easily when not in use. 


Refill—Brilliant copying composition for re- 
newing any pan duplicator is simply heated 
and poured from can making possible 
many more quick and easy copy runs. 


Write for 
Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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and Development Board of the National Military Establish. 
ment, will climax the four-day series of conferences at the 
thirty-first annual meeting of the American Standards Asso. 
ciation, October 11th to 14th. Dr. Compton will speak at the 
annual meeting luncheon October 14th. The meeting is 4, 
be at the Waldorf Astoria Hotel in New York. 

Meetings of sectional committees and correlating commit. 
tees will open this meeting October 11th. The company 
member conference will convene on October 12th and the 
conference of executives of organization members will mee: 
October 13th. Tentative plans for the afternoon of that 
day have been made to hear reports on international de. 
velopments in standardization by representatives of the 
American delegation who attended the summer Meetings 
of the International Organization for Standardization jp 
Paris. In the evening the board of directors will meet, and 
the standards council will go into session October 14th. 

Following the annual luncheon, October 14th, the Board 
of Directors and the Standards Council will meet together. 


Society for Advancement of Management 

Plans are nearly completed for the 1949 annual con- 
ference of the Society for Advancement of Management, it 
has been revealed by Dillard E. Bird, president of SAM. 
Scheduled for November 3rd and 4th, at the Hotel Statler 
in New York, this year’s conference will have the timely 
theme, “Competition: The Challenge of the 50's.” Emphasis 
will be on the “ABC’s” of competition—Active Cooperation 
in Building Productivity and Cutting Costs. 

Among the many outstanding speakers scheduled will be 
E. Cloud Wampler, president of the Carrier Corp.; J. Ward 
Keener, vice-president of the B. F. Goodrich Co.; Bruce H. 
Wallace, vice-president of the Otis Elevator Co.; and Harold 
F. Smiddy, vice-president of the General Electric Co. More 
than 1,500 management representatives from all over the 
country are expected to attend the two-day meeting, con- 
sisting of two morning and two afternoon sessions as well 
as the Society’s annual dinner and two luncheon meetings, 
Exhibits by leading companies of equipment and services 
useful to management will be another important feature. 


Fall Training Conference 

The keynote to the 1949 Fall Training Conference spon- 
sored by the Chicago chapter will be reduction in costs 
through the utilization of new developments and principles 
of industrial engineering. In view of current business con- 
ditions, cost reduction is of paramount importance. 

Management men of the midwest region attending will 
receive intensive training. Two sessions will be held each 
day. Each of the four sessions will be under the guidance 
of an outstanding engineer who will be lecturing on his 
field of specialization. Harold B. Maynard, president of the 
Methods Engineering Council, Pittsburgh, will lecture and 
direct training on recent developments in Methods Improve- 
ment and Work Measurement. The session on Standard 
Elemental Data will be directed by Phil Carroll, Jr., author 
and lecturer on time study. Allan H. Mogensen, widely 
known New York industrial consultant, will guide the ses- 
sion on Work Simplification. E. A. Cyrol, staff engineer with 
the A. T. Kearney & Co. will direct the Wage Incentive 
phase of the conference. 

The Conference will be held on October 13th and 14th. 
All sessions will be conducted at the Illinois Institute of 
Technology, according to an announcement by the confer- 
ence chairman, H. A. Mercer, chief industrial engineer, 
Sterling Tool Products Co., Melrose Park, Ill. 

Reservations may be made by addressing Mr. Mercer at 
Sterling Tool Products Co., 2085 N. Hawthorne Ave., Mel- 
rose Park, Ill. The fee is $15.00 for members of the Society 
and $30.00 for non-members. 


See also “Coming Events" on page 76 
September, 1949 
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® 
stablish- . 
S at the Fountain Pen 


cae The most practical pen ever designed 
ne bt for office use. There’s a point for every 
business writing job... for every writing 
commit. style. Choose the point that suits you 
ompany best... and fit it into the barrel yourself. 
and the ; 
ill mee 
of that 
nal de. 
of the 
heetings 
tion in 
ret, and 
4th. 
> Board 
gether. 


THE WAY 
YOU WRITE 


It stood the 
test for 50 years 


Big business has discovered this little soap 


eraser... tried and tested for 50 years. You 


al con- 
nent, it 
S.AM. 
Statler 
timely 
nphasis 
eration 
see it in offices everywhere. There’s no gen- 
will be 
. Ward 
‘uce H. 
Harold | 
. More The Esterbrook Pen Company. Camden, N. J. 
er the In Canada: The Brown Brothers, Limited, Toronto 

s, con- 
iS well 
etings. 
ervices 
eature. 


eral pencil eraser like it in the world! 


To select or replace... 
Here’s all you do 


THE ROSENTHAL CO., 45 E. 17 St., New York 3 


NON 
SUSPENSION 
STEEL 


Outsells Ordinary Costumers — 
because ... it "Keeps wraps 
in press"; holds more and will 


not tip over. 


2-DRAWER 

3-DRAWER 

4-DRAWER 
LETTER 


AND 


LEGAL 


spon- 
| costs 
nciples 
S con- 


g will 
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The 5-6 Office Valet is our best 
recommendation for the small office, 

for it provides 6 space coat hangers, | 4 

6 ventilated hat shelves and a built-in BALL-BEARING 


umbrella stand. ROLLERS ON 


—_ lded , : EACH DRAWER 

Murdy welded steel construction — 

cannot leesen and wobble. Engi- OLIVE GREEN 

neered, it will not tip over. Smartly OR 

— and one e30- ou finished, | . | MODERN GRAY 

las become standard equipment with } 

leading office planners and architects. _ BAKED ENAMEL 
| FINISH 


ALL GAS & 
SPOT WELDED 


GRADE “A” 
QUALITY 
HARDWARE 


HEAVY GAUGE 
FURNITURE 
STEEL 


Write for Bulletin OV4 


14th. | 
ite of ' 
onfer- | 


e KEYSTONE , 


a STEEL EQUIPMENT COMPANY 
15 LOMBARD ST., PHILA. 47, PA. 


rineer, 


ser at 
Mel- 


Also a Complete Line of Steel Storage Cabinets, Wardrobes, 
ociety | 


ee Cree rent we Combinations, Desk and Counter Highs and Utility Units. 
VOGEL-PETERSON CO. Write for Literature and Prices 


624 So. Michigan Ave., Chicago 5, Ill. | 
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CLASSIFIED ADVERTISING |" 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 


_ 
The Binding of OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
OFFICE RECORDS | 8!" 


| tench 
| | Position W anted—Male 
| OFFICE METHODS & Procedures Specialist: Ten years’ experience 


Procedures, Layouts, Manuals, Design Standardization ar Control. 
All Reproduction and Printing Methods, plus correct Applications. Not 
theory—Practical ‘“‘Know How” all phases. Presently in South America 


in Supervisory capacity. Seek similar assignment anywhere abroad 
OM-55. 

| FOR OFFICE PROBLEMS young man with degree in Ad: inistrative 
Engineering, ambitious, capable. _ One year’s diversified experience jn 


administrative field, including office procedure analysis, seeks connec. 
tion in the office field giving opportunity for work on systems and 
procedures. OM-56. 


Help Wanted—Male . = ” 
mal 


BUSINESS ADM.: For Profs. Advertising, ‘accounting, Mgt , Mk, “s 
Retailing, etc. Masters-Doctors Degrees. Colleges-Universities. Salaries Div 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. I 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade NC 
men, specializes in individualized personal service, in opening contacts 


—at its Simplest and 


— negotiating for satisfactory salaried positions. Eugene L. Williams, 


| Employment Service yee 
i 
| 
| 
| 


. 
Best with 2220 W. Grace St., Richmond, Va. poe me 
SALARIED POSITIONS, $3,500-$35,000. If you are considering a P 
new connection, communicate with the undersigned. We offer the wi 
original personal employment service (39 years recognized standing and 
AC FASTENERS reputation). The procedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without wi 
initiative on your part. Your identity is covered and present position 
P ACCO PRODUCTS 1 protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg, or 
' nc. Buffalo 2, New York. la 
OGDENSBURG, N | 
| URG, NEW YORK i Help W anted—Female V 
aie I] [ln Canada: Acco Canadian Co., Limited, Toronto COMPTOMETER OPERATORS available for temporary emergencies. 
a | Hy They do not go on your payroll. General Calculating Service, 8 Broad- k 
—-- ee —_— Hl way, New York, N. Y. 
3 > Y Services Wanted fe 
ADDING MACHINE REPAIR SHOP wanted to handje local service dl 
agar’ = ~ ee ee ere — - contracts of well known electric adding machine. Opportunity to also 
act as sales agent. Write Room 802-C, 210 Fifth Avenue, New P 
York 10, N. Y. 
Representation Wanted ¢ 
SALESMEN WANTED to. sell Swiss-made mimeograph _ stenciling I 
ARM RECESSED machine. Territory open, Metropolitan New York. Exceptional oppor- : 
IN HEAD tunity. Wespey International Corporation—11 West 42 St.. N.Y. Cit 
TO INSURE ATTENTION STATIONERS, Office Machine Dealers, Printers I 
RIGIDITY Handle our lines of office furniture and industrial equipment on a ‘ 
commission basis. Write for details, state territory covered. FEDERAL 
OFFICE EQUIPMENT CO., 1120 Pine Street, St. Louis, Mo. 
OUTSIDE SALESMEN wanted by 63-year-old office supplies store. 
Member National Stationers Association and Stationers Guild of America. 
Excellent factory connections, including exclusive selling rights for 


many top-ranking lines. Write or call_giving full particulars as to 
experience and education. The Stockett-Fiske Co., Inc., 919 E Street, 
..W., Washington 4, D. C. 


ER, Envelopes and 


SALESBOOKS, ONE-Time Carbon forms. Snap. 
ERSCO, cor. Compton 


Business Forms. _ Free illustrated price lists. 


SS "SS 2, 
WORLD FAMOUS Calculating and Adding Machines, manufactured 
in Sweden are now being imported to this country. Available from stock. 
These machines would prove an interesting and profitable sideline for 
salesmen of office equipment selling directly to offices. Write Room 
501, 210 Fifth Avenue, N. Y. City. 
For Sale or to Buy 
. ° " FOR SALE: OLM File Folder Machine, completely equipped, includ- 
New lugs allow easy ink ruling. ing automatic roo-feed. This machine is completely rebuilt and in 
excellent running condition. It may be seen operating. OM-57. an 
® Precision made with accurate edges. STOCK RUBBER STAMPS. $1.75 per dozen in any assortment. | 
Free display easel with orders of 24 or more. Send for list. H. 5 
eT lastic f , Berez & Son. Inc.. 801 Sixth Ave. New York 1. N.Y. 
ransparent plastic for unhampered view. BOSTICH STAPLES, 194 Boxes S. H. Cr. 501914 Chisel Point. Bostich 
. staples, 58 boxes No. S. H. 5019!3 Chisel Point. Special Closeout Price, 
e Light for ease in handling. $.75 per box. EXCEL, 1730 Grand, Kansas City, Missouri. 
® 15, 18, 24, 30 and 36 inch sizes. TE | 
PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send re a sketch or ee ee advice, literature. . 
Write for Complete C-Thru Catalog POLACHEK, 1234 Broadway, New York City. 
MAILING TUBES « WRAPPERS 
RULERS - TRIANGLES + MAVIGATIONAL INSTRUMENTS - STENCILS + PROTRACTORS - OTHER veniees The tighter you roll the tubes—the stronger they are. 


FORMERLY MANUFACTURED BY 

TH ia ll bile 4 International Mailing Tube and Wrapper Company 

_— AMES SAFETY ENVELOPE COMPANY 
SSE FOSS .. aa SOMERVILLE MASSACHUSETTS 
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tockwell Company Names Office Manager 
A. J. Kerr, vice-president of sales for the Rockwell 
wig. Co., 400 North Lexington Ave., Pittsburgh, announced 


Robert C. Neaidengard | 


recently the appointment of Robert C. Neaidengard as office 
manager of sales personnel for the company’s Equitable Meter 
Division. 

Prior to this new post, Mr. Neaidengard was for many 
years associated with the Westinghouse Corp. 


NOMA Area 5 Conference 

The Area 5 Conference of the National Office Manage- 
ment Association, sponsored by the Rochester, N. Y., chapter, 
will take place at the Sheraton Hotel, there, Sept. 24th. 
Robert Ball, chapter president, will open a program that 
will include Hugh A. Wichert, president of the national 
organization; E. H. Plant, Eastman Kodak Co.; R. G. Strick- 
land, area 5 director; Worth Probst, Probst Associates; E. W. 
Veigel, Jr.; David Stewart, and others. 


A 


Helwig Retires from Burroughs 

E. M. Helwig, for eighteen years director of purchases 
for the Burroughs Adding Machine Co., Detroit, retired from 
that position on September 1st. He had been with the com- 
pany for forty years. 

He will continue to be available to the Burroughs contract 
division for counsel. This division, directed by George E. 
Leitsch, is responsible for the company’s relationships with 
national defense agencies and other organizations for the 
production of products other than Burroughs’ regular line 
of business machines and supplies. 

Mr. Helwig has been a member of the board of directors of 
the Purchasing Agent Association of Detroit for more than 
fifteen years, and is 2 past-president of that organization. 


IBM Shows Net Increase In Half-Year 

The semi-annual report of the International Business 
Machines Corp., and its subsidiaries, issued recently by 
Thomas J. Watson, president, disclosed an increase of 
$2,372,944 in net income in the first half of 1949, to $16,209,105 
from $13,836,161 earned in the 1948 period. 
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DESK NAME PLATES 


¥ 


wwe, 
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» dp bp bn be, be be bb be bb hh 


STYLE NO. 5 


CHANGEABLE LETTERS ON GROOVED CLOTH 
COVERED WOOD BLOCK—GLASS COVERED 


Furnished in: Oak, F 
| 


Walnut or Mahog- 
any. Size illustrat- 


37 EAST 12° STREET 


x 


ed: 10 x 2'/2 with | NEW YORK 3, N. Y. 
2" letters. Price: 
pioneers BULLETIN COMPANY 


» & & & bp bp bebe bn bbe be be be bn be be bo bbb be bb nd 


piri hh hp tp be bebe bebe be be ben nbn he 


Write Dept. OM-9. 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


* 


All equipment fully guaranteed. 
Write for Prices 


Heineman Office Equipment Co. 


4 N. Sth Street St. Louis 1, Mo. 
Phone: Central 6282 


Work In Comfort! 


Enjoy one of our 
WOVEN 
PLASTIC TOP 


OFFICE CHAIR CUSHIONS 


Two inch rubberized hair pad, equipped with zipper. 
Attractive, long-lifed. 


Size 2" x 15 x 16%4"—$3.95 each, plus postage. 
Prices on other sizes and quantities on request. 
Satisfaction guaranteed or money refunded. 


E. FIELDER MANUFACTURING CO. 


East Whaley Street Longview, Texas 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP., 


170 West 233rd Street, New York 63, N. Y. 
September, 1949 
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ART AE = 


Remington Rand Visible File — solidly built 
of wood. Reconditioned (good as new) olive = 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World's Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 
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Cine Cee 
ee 


A HAND FULL 
OF VALUE. 


tHE SWAT 


ADDING MACHINE 


Zipper Carrying 
Case Available 


The lowest-priced 9-column adding 
machine on the market. Check these 
features: 614 pounds, short-stroke 
handle, 9,999,999.99 capacity, visi- 
ble totals, two-color ribbon, standard 


keyboard, and many other features. 


If your local dealer cannot supply 


you, write: 


SUMFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 


86 


| Dick Co., A.B 


Mebeutts ers’ Grcihias 


A 
Acco Products, Inc. . 
Ace Fastener Co 
Acme Bulletin Co. 
Ames Safety Envelope Co. 
All-Steel Equipment, Inc. 
Art Steel Sales Corp 
Autocopy,Inc...... 


B 
Browne-Morse Co 


Cc 


Codo Mfg. Corp 


Cole Steel Equipment Co., 
re $i, $2, 53, 


Colonial Carbon Co. . 
Commercial Controls Corp. 
Corry-Jamestown Mfg. Corp 
C-Thru RulerCo........ 


Cushman & Denison Mfg. 
Co., Inc. 


D 
Dennison Mfg. Co 


Eagle Pencil Co. 

Elbe File & Binder Co., Inc. 
Esterbrook Pen Co., The 
Eureka Specialty Printing Co 


F 
Faber Pencil Co., Eberhard 
Fielder Mfg. Co., P. E. 


Friden Calculating Machine 
Co., Inc ; - 


| Fu:ton Specialty Co. 


G 
General Binding Corp. 
General Fireproofing Co. . 
Globe-Wernicke Co., The 
Gray Mfg. Co., Inc... 


H 
Hammermill Paper Co 
Hanson Scale Co.. 


Heineman Office neneeuend 
Beier Yeicdarenc aaa 


| Heyer Corp., The. . 
| Hotchkiss Co., E. H. 


| 


Hunt Pen Co., C. Howard 


I 


Industrial Tape Corp..... 
Invincible Metal Furniture. . 


K 


| Kee Lox Mfg. Co.... 
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Keystone Steel a 


RSs phe ere i) 
M 
Marchant Calculating 
Machine Co.... — 
Mosler Safe Co., The 
Murphy ChairCo. gj 
N 
National Business Show Co. 75 
National Cash meen: S 
WOE. icici ean 4 
National Pencil Co. | 
Oo 
Office Management and 
Equipment...... u 
Ozalid Div. of General | Aniline 
& Film Corp..... 6 
Pp 


Pines Mfg. Co.. 
Plus Computing “Machines, 


Inc B 
Pronto File Corp 51, 52, 53, 4 


R 
Rapid Roller Co. . on 
Remington Rand, Inc...... 2 
Roberts Rubber Co., Weldon 79 
Rockwell BarnesCo........ 17 
Rosenthal Co., The | 

S 

Equipment 


Security Steel 
Corp.. i 3rd Cover 
Sengbusch Self-Closing Ink- 
LS er 7 
Sheppard Co., C. E., The. 
Sturgis Posture Chair Co... 65 
Swift Business Machines 
Corp.... a 


Taylor Chair Co., The.. 0 


U 


Underwood Corp... 4th Cover 
Universal Office sees 


Vv 
Vogel-Peterson Co. . _ 
WwW 
Webster Co., F.S. , | 
bj 


Yawman & Erbe Mfg. Co. 
| 


' 


2nd Cover | 


a i &. aon A we I 
| a 
| 
| | 
84 
14 
85 
F | - 
4 . 
85 
| ww 
ee | 
| 
76 
- \ | 54 
: a | a 
as 3 . LA ie: 
ae A — | = 
a Pe se | . 
Pal 2 See a +f i ; 
; er | 
- + ag Re dc ae E 
ra ao a i, ead mee.) 5 
on as 
85 | 
“ 
| ya a2 | 
ae | 10 
13 | 
eel a T | 
57 es | 
: ee 
a | " | 
| | 25 
, 
7 | pe 85 
i m_* 
7 FS 20 
Re = 8679 
ee ; 
po Bo fe 
18 
ve | = | 
. ae 
Ni ™ September, 1949 
aa 


2X 
bment / sui ; a 
. ane $e a 
‘ ‘ an 
ai Bip 
.B ° 
- $I ; ie 
. e newest memper 
ay : » . 
1 Coy, oT a Tiner ine 
t Co, 
a "a ma —_ 
n jee — - 
ia 
d “oa 
ane 
\ ili e v 
+o ie 
hines, — 
_ , 4 Z 
4 
16 
an y 
eldon 79 ] F 
nN | © : 
ae | aes 
seal : ne ; i 
Design proportioned and efficiently planned to meet 
the demand for better office equipment in the medium- gui 
ae | om price field, Security presents the ‘4 Leg LINE.” ea 
, Ink. ¢ Specifications: Square edge top with conventional beaded 3 ‘ 
ne binding ... . available in gray, green, grained walnut or i — 
re... 75 mahogany . . . bronze hardware on green, walnut or > heim 
0... 6 | goa mahogany . . . aluminum on gray unless otherwise is 
hines — specified . . . desks available with or without back ae 
) panel . . . general lock in center drawer. a 
Here is every fine feature of a top grade desk... 
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Talo This Lewn 


Good to Look at... 


A Joy to Use... 
A Gem to Own 


wl 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
.,.not shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em ata 
light finger touch. 


Underwood... TYPEWRITER LEADER OF THE 


Urge your boss to buy you an Underwood 
All Electric... and you'll a/ways have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 
and other Supplies. 

One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St., 
Toronto 1, Canada 
Sales and Service Everywhere 
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